CIHM 
Microfiche 
Series 
(IMonographs) 


ICMH 

Collection  de 
microfiches 
(monographies) 


Canadian  Instituta  for  Hiatorical  MIcroraproductiona  /  Inatitut  eanadian  da  microraproductiona  Matoriquaa 


Twhwicrt  Id  BttMorapliic  Nolw  /  Woim  t>dHi<qim  t  biMwyaphiqMw 


Tht  Imtitiitt  hn  atttniptsd  to  oMmi  titt  btit  eriflifnl 
copy  aftitaMt  for  fUmint.  Faaturai  of  tfiit  copy  ivMch 
may  ba  WWiofraphieaNy  uniqua,  wMeii  may  ahar  any 
of  tna  imafBS  m  ilia  vapffocwcttofi*  of  wMdi  may 

I  HMtiioQ  of  fiimjn^  am 


L'lmtitut  a  microfilm*  la  maiUaur  axamplaira  qu'il 
luiaMpoMiMadawpracurar.  La«  dttaito  da  eat 
ammpMra  qui  MM  paot-toa  uniqua*  du  point  da  vti 
biblioiraphiqua.  qui  pauvant  modif  iar  una  imaia 
raproduita.  ou  qui  paurcnt  axifar  una  modification 
dam  la  mMMda  normaia  da  f  Umaga  aont  indiquii 
ci  dawcOT. 


QColourad  covan/ 
Cottvartwada 


n 


Covan  dama§ad/ 


□  Covan  rattorad  and/or  laminatad/ 
Couvartw*  rattauite  at/ou  piMiculia 

□  Co«Mr  titia  minini/ 
Latitrada< 


D 

n 


Colourad  maps/ 
Cartni 


Colourad  ink  (i^.  othar  than  Mua  or  Mack)/ 
Enera  da  coulaur  (i^.  autra  qua  Waua  ou  noira) 

Colourad  platai  and/or  illustrationt/ 
nancha*  at/ou  iHuftrations  an  coulaur 

Bound  with  othar  material/ 
RalM  awe  d'autras  doeumanti 


□  Tii^t  bindint  may  cauM  ihadovvt  or  dhtortioo 
akmi  interior  mariin/ 

La  raliura  mrrte  paut  eaumr  da  Tombraou  da  la 
distortion  la  lona  da  la  marie  intMaura 


□  Blank  laavat 
within  than 


I  during  raitoration  may  i 
I  text.  Whanavar  poMiMa.  thai 
Man  omitted  from  firniaig/ 
II M  paut  que  cartainae  pages  Manchat  ^outAm 
lors  d'una  restauration  apparaissant  dans  la  taxte. 
mait,  lorsqua  cala  Mait  possible,  cas  pages  n'orit 
pas  atvfnmaas. 


D 


Additional  comments:/ 
Commantaires  luppttaiantairas: 


□  Colourad  pagn/ 
Psgn  da  coulaur 


D 

□  ftgM  restored  and/or  laminated/ 
Pages  restaurtes  at/ou  poNicuMas 

r^  Pages  diseolourad.  stained  or  fomd/ 


0 


HShowthrough/ 
Transparence 

□  Quality  of  print  varies/ 
Qualiti  inigala  de  I'impression 

□  Continuous  pagination/ 
Pagination  continua 

0  Includes  indcx(es)/ 
Comprend  un  (das)  index 

Title  on  header  taken  from:/ 
Le  titra  de  I'en-ttte  provient: 

□  Title  pege  of  issue/ 
Page  de  titre  de  le  livraison 

□  Caption  of  issue/ 
Titre  de  dipert  de  la  livraison 


j       j  Mastheed/ 


Gtoirique  (piriodiques)  de  la  livraison 


This  item  is  filmed  et  the  reduction  ratio  checked  below/ 

Ce  document  est  f  ilm«  au  taux  de  rMuction  indiqu*  ci-dessous. 

10X  14X 


a 


18X 


12X 


IfX 


»x 


22X 


2«X 


30X 


7] 


24X 


28X 


32X 


Tha  copy  filmad  har*  has  baan  raproducad  thanks 
to  tha  ganarosity  off: 

National  Library  of  Canada 


L'axamplaira  ffiim«  f  ut  raproduK  grlca  A  ia 
g*n*rositi  da: 

BibliothAqua  nationala  du  Canada 


Tha  imagaa  appaaring  hara  ara  tha  bast  qi;.?llty 
possibia  considaring  tha  condition  and  lat'oiNty 
of  tha  original  copy  and  in  icaaping  with  tha 
filming  contract  spscifications. 


Original  capias  in  printad  papar  covars  ara  filmad 
baglnning  with  tha  front  covar  aiwl  anding  on 
tha  last  paga  with  a  printad  or  illustratad  impras- 
sion,  or  tha  back  covar  whan  appropriata.  AH 
othar  original  copies  ara  filmad  baglnning  on  tha 
first  paga  with  a  printad  or  illustratad  Impras- 
sion,  and  anding  on  tha  last  paga  with  a  printad 
or  illustratad  Imprasston. 


Tha  last  racordad  frama  on  aach  microfiche 
shaH  contain  tha  symbol  -i^>  (moaning  "CON- 
TINUED"!, or  tha  symbol  V  (moaning  "END"), 
whichavar  appHas. 

Maps,  piatas,  charts,  ate.,  may  ba  fHmad  at 
diffarant  reduction  ratios.  Tltose  tro  large  to  be 
entirehf  included  in  one  exposure  are  filmed 
beginning  in  the  upper  left  hand  comer,  left  to 
right  and  top  to  bottom,  as  many  frames  aa 
required.  The  following  diagrams  illustrate  the 
method: 


Lee  Imagaa  sulvantas  ont  «t«  reproduites  avee  la 
plus  grand  soin,  compta  tenu  de  la  eonditkm  et 
do  la  nettet«  de  I'exempiaira  film*,  et  en 
conformiti  avac  lea  conditions  du  contrat  de 
filmage. 

Lee  exemplaires  origlnaux  dont  la  eouvorture  en 
papier  est  imprimAe  sent  filmte  sn  commnnfant 
par  la  premier  plat  at  en  terminant  soit  par  la 
damlAre  page  qui  comporte  une  amprainta 
dimpraealon  ou  dlllustration,  soit  par  ie  second 
plat,  salon  la  cas.  Tous  las  autres  exemplaires 
orlginaux  sent  filmte  an  commanpant  par  la 
premiere  page  qui  comporte  une  empreinte 
d'impreaaion  ou  d'illuctration  at  en  terminant  par 
la  damMre  paga  qui  comporte  une  telle 
empreinte. 

Un  dee  symboles  sulvants  apparSftra  sur  ia 
damlAre  Image  de  cheque  microfiche,  seion  la 
cas:  la  symbde  — ^  signifie  "A  SUIVRE",  la 
symbole  V  signifie  "FIN". 

Les  cartee,  planchee,  tableaux,  etc.,  peuvent  Mrs 
filmte  *  dee  taux  de  riduction  diff«rents. 
Lorsque  ie  document  est  trop  grand  pour  Atra 
raproduit  an  un  soul  clichA.  11  est  film*  A  partir 
da  i'angia  aupAriaur  geuche.  de  gauche  A  droite, 
et  de  heut  en  bas.  an  prenant  la  nombre 
d'Images  nAcessoire.  Les  diagrammas  sulvants 
iiiustrant  la  mAthode. 


1 

2 

3 

1 

2 

3 

4 

5 

6 

MKXOCOPV  mOlUTION  TBT  CHAIT 

(ANSI  and  ISO  TEST  CHART  No.  2) 


A 


>^PLIED  IM/GE    In 

1893  East  Moin  StrMt 

Rochmlw.  Nw  Yofli        14609      USA 

(716)  «2-0300-Pho™ 

(716)  288  -  »a9  -  Fox 


U2JML^__ 


^^f^U^i<^  ^Jl^Crtn^  Ut^^u^J^  f9fZ. 


* 


•  \ 

•  \  i 


\i 


mtmamitteaxi 


INSTRUCTIONS 


rOR  THI 


GOVERNMENT  OF  THE  OFFICERS 


OF 


The  Bank  of  British  North  America 


As  this   Book  contains  particulars  of  the  terms  on    which  the 

Bank  undertakes  certain  branches  of  its  business,  the 

contents  must  be  considered  as  confidential, 

and  the  Book  must  be  kept  locked 

up  when  not  in  use. 


jnonmal: 

MORTON,  PHILLIPS  &  CO.,  PKINTKRS. 
1909 
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PREITACE 


/ 


given  by  the  Court  and  thrr      have  from  tune  to  time  been 
of  the  officers  ^'"""'  ^^^""«^"'  ^"^  the  guidance 

-w  the  form  in  which  the.  arl^oT;e^red  .Ttt^r 

on?h:' irra^e^and^:"::::?^^  ^^^'^  ^  ^^^^  '^-•^-^  ^^^^  -ame 
duce  it  to  thefn^recto^o  Tssttam'?"'  ''  ^"^  ^""^  ^°  P^ 
cfficer  as  may  be  deputed  bvrer  ''""'''''  ""'  '""'^  ^^^er 

agcr.  to  visit  the  Bran  he^  and  A       '  '  °'  '^'  ^^""^^  ^I^"' 

Accountant.or.atBrctt;ttrhrL:VA^  '^"'-  '''^^ 
Manager,  will  see  that  th.  ^  f        °  Accountant,  tne 

^^ith  the  contents  ''"  '"''*'  themselves  familiar 

This  book  is  the  property  of  the  Rani,        j 

. In. wH...„ .;r ;^:,:^,  x^ ™-^;^- -do, uj. 

will  devolve  UMn  tteMlJ         '     t"*"""  ""'""  "''"'"  '». 

is  no  r^jriz^r:^z:::::r '""""'  -•"  *- 
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-::^!,:::r:;:::::r-°- 


'909. 


AttendaDcc. 


KIgbtwork. 


Nightwork 
remuneration. 


BoUdara. 


OFFICERS. 

1.     Each  officer  is  required  to  be  at  his  post  at  9 

unHl'tr     '^'"/u*   ^''^"  '*  ^•''^^"^  permission, 
until  the  work  of  the  day  is  completed. 

J.  It  is  intended  that  the  staff  at  each  Branch 
or  Agency  shall  be  such,  that  the  work,  if  properly 
divided,  can  be  accomplished  so  as  to  allow  the  of- 
ncers  to  leave  within  two  hours  of  the  close  of 
pubhc  business,  but  should  any  exigency  render  it 
necessary,  every  officer  will  hold  himself  ready  to 
return  m  the  evening  whenever  called  upon  to  do  so. 
Whenever  the  Bank  opens  an  office  to  the  public 
•n  the  evening,  the  officers  on  duty  may  be  granted 
an  overtime  allowance  of  350.  per  hour,  th^e  total 
allowance  not  to  exceed  75c  for  any  one  officer. 

3.^  Every  officer  of  the  Bank  may  be  granted 
four  een  days  leave  of  absence  each  year,  the  dlte 
of  his  departure  and  return  being  reported  to  the 
General   Manager  in  the  official  letters.     Officer 

North  a1""  '"'^  ^'^"  ^  ''''  •"  ^•^^  ---    n 
North  America  are  not  entitled  to  a  holiday.    Man- 

agers  and  Agents  may  be  allowed  three  weeks'  holi- 

stYndtr        ^"'^  ""'^  Accountants  of  10  years' 

4.    Officers  taking  their  annual  vacation  between 

St  a"d   D  "'k"""''  '''''  °^  "^^^-^  ^^-ember 
1st  and  December  31st,  may,  on   application,  be 

hatTuch"";"  :"''  '"*  ''  '""^^  be'undersLd 
that^such  vacation  has  to  be  completed  within  those 

m,L  iT^'"  •  •"'  ''°^'^*y^  h^^«  commenced  they 
must  be  continued  without  intermission  until  they 
have  oeen  completed.  ^ 


'f        • 


f^rloatb  to 
TWt  Brtuio. 


AbMoee 
trom  duty. 


AbMBOeof 

Uauter. 


;    -o-gh  be  taken    n':,°„°*he:'::'  '"'  ^'■"""'  '"- 
"i"y  be  given.  '      '"  '""'  "'™th«'  leave 

anLiSs  g4"  t?.-„\e'rf  '""  <"  »"«"« 
Ws  arrival  to  the  War  '"'""">"  '"^elf  on 
caseof  a  Manager  t"t^7  ''^  '"'"■  '"d  i-  the 
self  to  the  Court  i/„o„"  '""""^^  '°  """'"'  >'''"■ 
rival.    Any  eha"«   „  .he    ^"""'"i^"'  after  his  ar- 
■«ave  of  absence^  Grea,  C'  "l  ""  '"^'"  <>" 
municated    ,o    the    £^^t.n      am    "'"  "'  ""- 
their   furlough    elsewhere    than         r"   '^'""'"8 
""•«  keep  the  GeneralMt  J         L'.^™'    B"ta,n 
address.    Pay„en"s  ?  fecZrof'T"  "  '°  ""'' 
on  leave  of  absence  in  Gr^tP       ^  "'"^  ">  <>««■•» 
tl-rough  the  LondoVoffi'lt""""  '"'"  "  """'' 

'ron,  iktrjr  aV*;':/:,^"'  '^"" "''  0-'^. 

"■..St  be  sent  to  the  Gene' Jm'  '""""«"=  ""tice 
"T7  T'"''  -^^"^  --"o  be' Vnr  "' 
or  VncytS  l^^^'-'  ^  "Leh 
General    Manaeer  •    IL      T^  ^^^  '^"'*'°"  °f  the 
Agency  is  left Tthe  M^a^ror;   '    ^^^"^^    ^ 
porarily  for  a  day  or  two  SS  'ffl      ^'"*'  '^^"  *^"'- 
formally  to  the  Accountkn    or  fo'^H  ™"«  '*"'  °^^^ 
to  act  as  Manager  or  A^en.  Z.       u  ^  °'*^'^'  ^''^  « 
ury  cash.  secJZ:iYZ^  tstt^tn  *'^  *"^^- 
key  sealed  up.  to  be  onenl^  ^  i      r       '*'*'''"8^  the 
bills  should  be  required     wi.!"'^  '^  l^**"*  ^^^"^  °^ 
used,  new  combinations  ^oTth'  "°'"'''"*tions  are 

ticularssentbysepSri,\;r^^^  P"" 

of  Branches  or  to  anotheTBrani     ^"P"'"tendent 
structions  in  force  '  ^'^^^'"•d'ng  to  in- 


I 


Qffie«rt  on  lone  1m>t«  art  tiititltA  f 
Arar  Ma«ry  wily  •**  att  tyttiftl  livlnc 
or  othtr  all  •*•»•••  ayylltaMa  t«  tlM 
IvaaOi  at  vliidi  thty  aay  iMfymi  at  tlM 
tlaa  to  ^a  aarriac. 


gaBBftifti  fill  iriit*- 

Offiaara  mat  arraaca  far  tliair  aiHIra 

Xiattva  witk  tlia  Oanaral  Baaacar  ^afara 

aeiliac«aiiA  ara  not  on  aagr  aaeaaat  ta  ayyly 

to  tiM  eoart  uyoa  tkair  arrival  ia  WmgkmmlL 

far  aa  aaitoaaiaa  of  loava. 


MMH 


Other  oOecr 
■ctlDt  for 


Rlirnlnir  of 
lioeuiiiviit*. 


Oimnt 

ACCOUBIt, 


OaarantM 
Booil*.  Ac. 


10     Should  the  Manager  have  occasion  to  be  ab- 
sent and  another  officer  be  appointed  to  act  for  him 

o  thrS"  ^'r  M  "  ''^  ^^^""^  «^"^  ^  written  r?prt' 
to  the  General  Manager  stating  therein  that  he  hL,^ 
care  ully  examined  the  transactlns  wh  ch  W  taJ 
en  place  dunng  his  absence,  and  expressing  Ws^. 
proval  or  disapproval  of  the  same,  together  ^^th  his 
reasons  m  cases  of  disapproval,  and  shal   To  ward 

BilVs  „f "  ^°^"'"«"t«J««"ed  to  the  public,  such  as 
Bills  of  Exchange.  Drafts.  Depokit  Receipts  and 
Credits,  must  bear  the  signature  of  an  appointed 
Manager  or  an  appointed  Accountant,  or  of  an  of 
.cer  authorized  by  the  Court  or  the  General  Ma„.   • 

s?.n  a"V"  "^'^•'  °^  '""'"^  -^'^  ^P--J  power  to 
sign  An  Actmg  Accountant  who  has  not  been  ap^ 
pointed  cannot  act  as  a  Manager,  unless  undej  ex- 
ceptional circumstances,  but  may  occasionally  sign 

to  th.  p"T  ''  "'"^'^'y  *°  *-°'d  causing  delf^ 
Gen  ,  M  '  '"'*°'""'-  T"^  permission  of  the 
General  Manager  must,  however,  first  be  obtained 

iiranch,  a  new  card  of  signatures  must  at  once  be 
filled  out  and  sent  to  each  of  the  other  branches 

12     No  officer  under  the  rank  of  Manager  is  al 
lowed  to  keep  a  Current  Account  with  the'^Bank        * 

au?L  h*'!;  °^'""  °"  ^■°'"'"S^  '^^  ««^ice  is  re- 
quired besides  giving  the  usual  bond  of  guarante! 
which  must  be  that  of  the  Colonial  anf^^re"' 

Managers  m  the  interests  of  the  Bank. 


1 


'l' 


••••■■■■■■I 
OMfUlM. 


•Approval  of 
'1>«  veiling 


Trt»ellln» 
Kxpenieii 
f<ODdoo  to 
Canada. 


Debt.  Oamb 
Uag,  *c. 


Mairlaje  of 
OOcen. 


B«n»  Boaie. 


'  p'"y»X'xi;';:'i'^r'"  ^"•""•«  com. 

.o'a„orrVefrTa';r-  """"'  '™"'  °"'  =""ch  ^ 
frayed  bylo  ZkZT^  "■«"»"   "'"   >«   Oc- 
cised.     One  day "  ;,„  ''""""^  ™"«  be  exer- 

are  allowed       "^       """"  "'  '"  ''""l  <="  arrival 

"1  detail  to  the  General  M  ""^  *  statement 

«rst.  however^sllrfX    r^^^^^^^^^    "t  ^^P^°-'' 
ness  of  the  charges  m  Jf     i  *°  ^''^  ^^'-''ect- 

ir     o    ,  '^''^  ^"^ '"'t'^^inff  the  slip. 

^'-     Clerks  on   ent^rincr  ♦!,- 

(England)  will  be  at'ad   f  sT?  "/-°"''°" 
pens..     No  detail  J.        .■        '°'  ""-"'me  ex- 

and  no  excess  "e,t,r:et'""  "'"  "'  "*'"  '-• 
18     Offl  "       '''°'^""'°°"' will  be  allowed. 

"■    Officers  becoming  involved  in  d.st  / 
■ng  gambling  houses  oP  biM^L    '"        V'''"'"'" 
«Pecnla,ing  in  stocks,  etc    or  fo„„7,    K ''"'T^  "'• 

^-r  i-ora,i..  wii,  be  iZ^:z:':^z^i 
ar,ir"'"-'*«--"„';::'e:::,re- 

a^ran^bis'rn"^'  f/  '"'  "«  "'  '-'  <«- 
agers  for  relatives  to  be 'all  "^  7"""'  '"""  ^an- 

» 


J 


m^m  m^m'*  g^Rcwff  fly  im* 


^    ^j^frmXiw  of  Bial«  #16«  to  fmUL  at  f«ll«rt} 

1  ^^iiifort  fayiBc  an  9tti—t*»  tMTtlliaf 
^^V  tey^BMS.tlit  BMi«c«r  ■uat  smA  a  at«t«Mat 
1^  "  .  U  4ataii  to  ilia  •HforiataaAant  if  ftr«ftilMa 
<IUo  ayyroralyfirot^lifVaffrgMtiafyiiit 
aa  to  tlio  oorraotaati  of  tlM  tiurcaa 
tlallac  tka  oliy* 
in  Oaatral  Oaaaia  vill  aaai 
^^tHair  ally*  to  tHa  SayariataaAaiit  af 
:;'|'  eaatral  Branoliaa.* 


MialMtltf 

OtpfMIIlM 


KxamlMtloB 
or  premlM*  OB 
Boodajr*  aoil 
holiday!. 


Rcmoacra- 
tloa  for  Baak 
fuard. 


CSoBBcetloa 
with  outahia 
tMdaor 
baalB«aa 
problbltcd. 


Pcrqolaltca, 
fkcaand 
.•ntoltla*. 


Uaaactr 

MMUBlaV 

ctafga. 


v{.^!\i,^''l:°^*'*''  °<=^"Py'nff  the  Bank  House  shall 

vault  door,  see  that  all  unnecessary  fires  and  liirhtl 
are  extinguished,  that  the  doors  and  window  ^arl 
properly  fastened,  and  that  the  books,  voucher^ 
etc..  have  been  put  into  the  vault.  °»cncrs, 

f.vf  ■    ^"  ^""'^^y*  a"d  on  Bank  Holidays,  the  of- 
Jce  must  be  inspected  during  the  day.  and  the  vault 
door  examined.    Under  no  circumsfances  may  the 
Bank  s  premises  be  left  without  some  one  in  char« 
especfally  o„  Sundays,  etc.    The  back  or  private  fn 
trance  to  the  premises  must  always  be  kept  locked 

inrL-  ^'^'f '« '^^'^P'nfir  guard  on  Bank  holidays,  not 
ncludmg  Sundays  or  Civic  Holidays,  will  be  al- 

laXTe~"  ^*  '''  '^'^  ^'  ''-''  (O-  'ol. 

enterinJ!'nt°'""'"f  "^  '^'  ^*"''  "*=  P^*^'"*»«<J  ^^m 
entenng  mto  any  trade,  mercantile  business,  agency 

that    r  :>**°*^^r  whether  in  their  own  iame  or 

rlL     ^M '"'  °[  '''°'"  ''"'^'"^  ^^'^^'^y  °r  indi- 
rectly while  m  the  service  of  the  Bank  any  com- 

mission  or  remuneration  for  business  done  by  other 

25.  It  is  to  be  clearly  understood  by  every  offi- 
cer  connected  with  ;he  establishment,  that  Z  per- 
quisites whatever  are  on  any  pretence  to  be  demand  • 
ed  or  received ;  and  that  the  demand  or  receipt  from 
the  public  of  any  perquisites,  fees  or  gratuities 
whatsoever,  will  be  considered  an  offence^f  such 

^fSg"  *°  ^"  ^°^  ''^  ^•-•-'  <;^  ^^^  party  so 

26.  On  assuming  charge  of  a  Branch,  the  Man- 
ager  shall  count  the  cash,  balance  the  bills,  balance 
and  examine  the  securities  held  for  the  Bank  and 


> 


ExamlBalloa 
for  AeeooBt- 
Mtablp. 


for  pnvate  parties,  satisfy  himself  that  the  book, 
are  balanced,  peruse  the  correspondence  of  the 
Branch  w.th  the  Court  and  the  General  Manager 
.or  two  or  three  years  previously  (and  further  back 
at  his  leisure),  and  report  to  the  General  Manager 
that  he  has  done  so.  He  should  also  examine  ?he 
Character  Book  and  report  to  the  General  Manager 
whether  it  is  in  a  complete  and  satisfactory  condi- 
tion. 

27.  Before  an  officer  is  promoted  to  the  rank  of 
Accountant,  he  shall  be  ready  to  undergo  an  exam- 
ination with  a  view  of  establishing  that,  besides  be- 
ing  competent  to  discharge  the  duties  peculiarly 
devolving  upon  him,  he  is  also  qualified  to  assume 
the  superior  position  of  Manager,  should  he  be  re- 
quired to  do  so.  The  subjects  which  will  naturally 
form  the  groundwork  of  this  examination  are: 

(1)  The  history  of  Banking  and  the  mode  in 
which  It  IS  conducted,  particularly  in  North  A  - 
erica. 

(8)  The  theory  of  Exchange  and  the  posit,  jn 
of  the  Exchanges  of  British  North  America,  with 
European  nations,  and  the  Unit.d  States. 

(3)  Law  respecting  Bills,  Partnerships,  Powers 
of  Attorney,  Letters  of  Credit  and  of  Guarantee. 

(4)  The  Currency,  Banking  system,  and  the 
trade  of  the  country  in  which  he  has  been  employed, 
and  the  character  of  the  business  transacted  at  the 
Branch  where  he  has  been  stationed. 

List  of  books  contained  in  the  Bank  Library  for 
reading  in  connecton  with  the  above  examination:— 
Bank  Act,  The  Canadian. 
Banking,  Buillion.on 
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Banking,  Gilbart  on 

Banking,  McLeod  on 

Bills  of  Exchange,  Byles  on 

Bills  of  Exchange,  Chitty  on 

Bills  of  Exchange  Act,  The  Canadian 

Cabinet  Lawyek-,  The 
Commercial  Dictionary,  McCuIloch's 
Country  Banker,  The,  Rae 
Exchange,  Theory  of,  Goschen's 
Law  of  Bankers,  Grant's 
Lombard  Street, 
Mercantile  Law,  Smith's 
Political  Economy,  Mill's 
Wealth  of  Nations,  Smiths. 

---"■•        28-.    Besides  the  general  duties  devolving  upon 

h.m  m  virtue  of  his  office,  the  Accountant  shaU  ex 

amme  all  the  statements  that  leave  the  office  and  k 

responsible  for  their  correctness,  and  ^fompt  1/ 

patch;    write  the  Waste  Book;    see  fhat  a ,  2 

vouchers,  mcluding  customers'  cheques,  are  prop! 

erly  arranged  and  filed  away;    examine  the'con- 

tents  of  the  letters  to  be  despatched  and  close  them 

up;    preserve  custody  of  the   Bank's   Seal-    take 

ch..-ge  of  the  Branch  Library  and  of  the  revolvers. 

Note—At  the  larger  Branches  a  portion  of  the 
Accountant  s  rou.tine  duties  may  be  undertaken  by 
another^officer,  with  the  sanction  of  the  General 

29.  When  the  Manager  requires  a  clerk  to  act 
as  TeHer  temporanly,  he  must  first  submit  his  name 
to  the  General  Manager  for  approval,  except  in 
cases  of  sudden  emergency,  and  in  such  cases  the 
change  must  be  advised  immediately. 


OOcer  tetinc 
forTeUer. 
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31.^  In  all  cases  where  it  is  considered  that  a 
te Her  s  post  is  of  sufficient  importance  and  responsi- 
bility as  to  call  for  an  allowance  as  "Risk  Money/^ 
the  authority  of  the  General  Manager  must  first  be 
Ob  ained   before   granting  same.     This   allowanc 
will  be  credited  to  a  current  account,  "Manager.o/a 
John  Smith.  Risk  Account,"  to  bear  5  per  cent,  in- 
terest.   This  account  may  be  debited  on  approval  of 
the  General  Manager  with  any  losses  made  by  the 
Teller    (the   Manager   alone   being   authorized   to 
draw  upon  it),  and  the  balance  at  credit,  if  any. 
handed  to  him  on  his  leaving  the  telling  table  per- 
manently    or   quitting  the   service   of  the   Bank 
When  a  Teller  is  removed  from  one  Branch  to  an- 
other,  the  amount  of  "risk  money"  at  his  credit  will 
be  transferred  to  the  Branch  to  which  he  proceeds. 
Officers  will  not  receive  risk  money  during  their 
absence  on  holidays  or  otherwise,  but  only  while 
they  are  performing  the  Teller's  duties. 

32.  In  the  event  of  a  Teller  receiving  money  for 
deposit  to  a  customer's  account,  or  in  payment  of 
Collection  Bills  or  Discounts,  from  any  officer  of 
the  Bank  not  entitled  to  receive  such  moneys,  the 

!nv  T  u  ^'  -r  ^""  "P°'"'''*  *°  '^^  Manager,  and 
any  Teller  failing  to  do  so  will  be  held  responsible 
by  the  Bank. 

33.  No  clerk  under  age,  or  in  receipt  of  a  smaller 
salary  than  $700  per  annum,  is  to  be  placed  in  any 
responsible  position,  such  as  Teller,  Ledger  Keeper 
etc.,  without  his  first  expressing  his  willingness  to 
undertake  such  duties,  and  without  the  authority 
of  the  General  Manager. 

IS 


■»w?Jttt« 


BntrlMfor 
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BOOKS. 

TBLLEB'8  CASS  BOOK 

Jnt  J'"'  ^"^^  '''*"  *=°"**'"  «»  «cord  of  every 
transaction  entered  into  by  the  Teller  anH       /     ^ 

86    Every  entry  must  be  made  clearlv   .r.A 
erasure  should  aooear  in  .hi.  "^"""y.  and  no 

blank  lines  be  left  ^  '"^  °"'"  '>°<"',  or 

paHioulI^s  1f:\°"^'  '°  ""k  »■>  the  margin  any  ' 

voucS^i  vouebe™Tai7  r.""""""  '"  "■' 
-rnory  i„  TJ,  ^^  if  sth  ^  .hr"  ''"  "" 
Specie  or  th*.  no^-    1      ^  *"^  amounts  of 

sistance  of  anMh,;  ^  ^''^  teller  may  obtain  the  as- 
book  „  Incil  b„  e  '*  '°  '™  '""  ''^'''"«  *i, 
as  well  aT."  ™,  ;:  7m':7b"  "T'''^  '"  ''■ 
before  he  leaves  thf  ^e  he7ay  "L"""''"  ■ 

stamp  all  debit  vouchers  "Paid,"  with  date  'd^v 
number,  as  "1"  or  "2  "  a«^     i      wiin  date  and  his 

."re,  which,  however  mu«nofb°  "T  '"=  »'«"»" 
wcver,  must  not  be  rendered  illegible. 

TELLER'S  BLOTTER 
/  casn,  exceptmg  bona  fide  cash  items,  such 
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'  Cheques  and  accepted  bills  to  be  deposited 
^ext  business  day  in  other  local  Banks,  PostXe 
Orders,  or  Express  Companies'  Money  Orders,  ma- 
tured coupons,  etc.  The  Tellers  must  not  on  any 
account,  hold  in  their  cash  any  debit  slips,  tempo' 
ary  vouchers  for  payment  of  money,  cheques  (ofhe^ 
than  specfied  above),  or  I.  O.  ul.  and  no  Ma" 
ager.  Accountant  or  other  officer  shall  request  any 
Teller  to  so  hold  over  items  in  his  cash. 
TBEASDBY  SAFE  BOOK. 

J^\a  ^'"'  ^'^^'  '^^'''^  »""**  "«  •"  the  cash  vault, 
should  contain  a  record  of  all  cash  and  unissuable 
notes  m  the  Treasury,  also  a  memorandum  as  to  the 
custody  of  the  duplicate  keys  of  the  safe.  The  en- 
tries m  this  book  must  be  signed  by  both  Manager 
and  Accountant. 

CASH  BOOK. 
40     This  book,  which  must  be  closed  and  bal- 
anced every  afternoon  before  the  officers  leave  for 

extent.,  .ow   !,' t^'  '°f  t'"'  u"  '"'"^  *"  "^P^^^^"''  «very  receipt 
«r.n^.        or  payment  by  the  Teller,  classified,  for  conveni- 
ence, in  the  order  of  the  Branch  and  General  Ledger 
Accounts,  which  are  posted  from  this  book. 

41.    This  book  is  written  from  the  vouchers  re- 
ceived  from  the  Teller.     Where  totals  are  trans- 
ferred  from  subsidiary  books  the  Accountant  must   ' 
satisfy  himself  as  to  the  accuracy  of  such  totals,  and 
initial  them  as  evidence  of  having  done  so. 

42.  The  entries  should  be  neatly  made  and  clear- 
ly expressed,  and  should  supply  all  the  information 
necessary  for  posting  the  Ledgers. 

thf;  ,.^Pff %*''^  ^"*"^'  *°  ^""«"t  Accounts, 
the  folio  of  the  Individual  Ledger  should  be  copied 
trom  the  vouchers. 


How  WTlttea. 


Batrle*  mnit 
be  explicit 


Onneat 
•ceouata. 


ComiwriMD 
hf  Uaoatcr. 


Safe  Boil  """'^'  '^^  '"'°*"  '^^  '"^^  treasury 

-_??"<«'  45     The  Accountant   will   keep   charge   of  thi- 

vouchers  till  handed  to  the  Manager. 

,hfn  J^.!  Manager,  on  the  following  morning 
R^l  "^u^'  ''''"''  ""^  «"n.n,ations  of  the  Cash 
«'  trait  r  ^  'r  ^"'^'^'^^  ^-'^-- 

-a^or^rBa:;:^--^,^^^^ 

Draft:  atj  r"'^"^p  ^"'  ^^-^^  the  e^rieTo; 
drafts  and  Deposit  Receipts  drawn.  Cheques   and 

Keg^sters.    He  shall  then  cancel  the  vouchers  and 
hand  them  to  the  Accountant  to  be  filed  away  In 
he  vault     The  Accountant  gives  the  cheques    o 
the  Individual  Ledger  Keeper  to  arrange. 

47.     In  stamping  "Paid"  documents  the  Tellers 
must  be  careful  to  place  the  impression  on  a  pa   " 

wlL^Tdoes     t  •*'   ?'^"^  °^  ^^'^^^  ^— 
Tn  ount     r  '"'"^''''  ^'*^  '^^  «'S"ature  or 

amount.    Care  must  also  be  taken  to  see  that  the  im 
pres.on  .quite  clear  and  the  date  distinctly  le^^r; 

rL  1  ^  ""''^  *^'  P''°P"  ^ate  should  be  made 
and  the  wrong  impression  cancelled.  On  no  ac 
count  should  the  date  be  altered  in  writing 

Debit  dipt.  40       ««7-v^u'i>j     !• 

Manager  nr  A  ''^  """'*  ^'  '"'*'*"^^  "^^  ^'^^er  the 
Manager  or  Accountant  before  being  put  through 
the  books.  Should  the  slip  contain  more  than  oS 
entry  each  item  must  be  initialled  separate  y 


Stamplas  of 
"piUd"  doea- 


Wait* 


EairiM  ih. 


Baninatioa 
ofLMfcn. 


Correctioa 
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WASTE  BOOK. 
49.  This  book,  which  is  writtea  by  the  Account- 
ant. IS  designed  to  record  transactions  between 
Ledger  accounts  not  involving  any  payment  of  cash, 
and  where  frequently  no  vouchers  exist  to  warrant 
the  entries.  It  must  therefore  be  written  so  as  to 
express  each  transaction  clearly,  giving  date,  au- 
thority, and  all  particulars  necessary  to  make  it  in- 
telligible to  any  one.  The  additions  must  be  in- 
serted  at  the  foot  of  each  page,  and  at  the  close  of 
Returns. 

LEDOBKa. 

50.  Every  entry  in  the  General  and  Branch 
Ledgers  must  be  taken  either  from  the  Cash  Book 
or  Waste  Book,  and  as  posted  daily  the  folio  of  the 
Ledger  should  be  placed  opposite  each  entry. 

51.  All  the  Ledgers,  General.  Branch,  Banks,  In- 
dividual, Savings,  and  Discount  Progressive,  must 
be  summed  in  red  ink  and  proved  at  the  close  of 
each  Return. 

52.  On  no  account,  whatever,  are  any  entries  to  be 
niade  in  the  books  on  the  verbal  instructions  of  any 
officer.  All  entries  in  the  Cash  Book,  Individual  and 
bavmgs  Department  Ledgers  must  be  represented  by 
vouchers,  or  items  in  the  subsidiary  books  and  regis- 
ters, initialled  for  by  the  duly  qualified  Officers,  or 
through  the  Waste  Book. 

53.  If  errors  are  made  in  posting  the  Ledgers  or 
in  extending  the  balances,  every  balance  wrongly 
extended  must  be  corrected,  and  not  merely  the  last 
balance.  The  Ledger  Keepers  must  understand  • 
that  the  balances  are  not  extended  for  their  own 
convenience,  but  in  order  that  the  true  course  of  the 
account  may  be  seen  at  any  time. 
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54.  If  the  Binder,  of  the  Loose  Leaf  Led^r. 
do  not  securely  lock  the  leaves  in.  adv!ce  i.  to  l^ 
.ent  at  once  to  the  Superintendent  of  B«„chef 

lEDOES  or  INDiriDVAL  ACCOUNTS 

waste  Book.     When  a  deposit  has  been  made  at 

he  counter,  the  voucher,  which  must  be  si^ed  by 

the  depositor.  ,s  passed  by  the  Teller  to  the  officer  in 

V  ^?  °il^''  ^'^^'  ^''°'  ^f*^''  »*«i"ir  that  iUs  dulv 
.n.t.alled  by  the  Teller,  enters  it  to  the  crld  t  of  tie 
customer,  marking  the  folio  of  the  Ledger  o„  the 
left  hand  top  corner  of  the  slip,  but  officers  are  for- 

c^storrs'"'  rr  ""^^^^^^  ^°  "^^^^^  -tnes  in 
un  Iss    thev'''    °^''  °'  "^'"  '*P°«'^«  °^  <=heques 

Ledger,  and  these  mstructions  also  apply  to  entries 
in  Savings  Department  Pass  Books. 

36.  Cheques  upon  Current  Accounts  must  be 
nrst  presented  to  the  keeper  of  the  Individua  Led- 
ger, who  charges  them  to  the  drawers,  entering 
the   number^   which   should   correspond   with   thf 

pa;;'i  i:'  ?nZi  ^°°'  ^^^"^''  ^" '-^  "--^ 

particular,   and   then   stamping   them    "AccenteH" 
marks  them  with  the  Ledger  foHo  of  the  accoun't  and 
his  initials  as  an  authority  for  payment.  The  Ledger 
keeper's  initials  must  be  written  in  a  bold  hand  im- 

J\  c?^  Individual  Ledger  Keeper's  "  Accept- 
ance Stamp  must  be  kept  in  his  custody  during  the 
day.  and  must  be  locked  up  over  night 
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mirt!rf  58.     No  officer  below  the  rank  of  Accountant  has 

«"J5?."'""      authority  to  mark  any  cheques  "Negotiable  at  Par" 
at  any  of  the  Branches  of  the  Bank. 

59.  Customers'  cheques/which  are  crossed  "  Nego- 
tiable at  Par"  at  another  Branch  (which  crossing  is 
to  be  initialled  by  the  ManAger  or  Accountant)  must 
in  all  cases  be  first  charged  up  to  the  customer's 
account  in  the  Individual  Ledger,  and  the  commission 
collected  by  the  issuing  Branch.  This  rule  does  not 
apply  to  those  customers  who  have '  been  duly 
authorized  to  mark  their  cheques  "  Negotiable  at  Par 
at  any  Branch  of  the  Bank  in  Ontario,  etc." 

60.  The  address  and  full  names  of  each  customer 
should  be  given  at  the  head  of  his  account,  his  occu- 
pation, and  if  a  firm,  the  full  names  of  the  partners; 
in  the  case  of  companies,  also  the  full  names  of  the 
executive  officials  and  directors;  also  Powers  of 
Attorney,  when  granted,  with  names  of  parties  in 
whose  favour,  and  any  special  instructions,  as  for 
instance,  authority  to  charge  the  account  with  notes 
and  acceptances  or  dishonoured  discounted  bills. 

61.  Authority  to  charge  customer's  accounts 
with  notes  and  acceptances  domiciled  at  the  Bank, 
and  dishonoured  discounted  bills,  should  be  ob- 
tained on  the  forms  supplied  by  the  Bank. 

62.  Where  authority  has  been  received  from 
the  customer  to  charge  his  account  with  his  notes, 
and  acceptances  as  mentioned  above,  it  is  not  neces- 
sary to  obtain  a  cheque  in  substitution. 

nLoanM^         ^^-    I"  "O  case  must  a  dishonoured  discounted 
""••  bill  be  charged  to  a  customer's  account  without  the 
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authority  of  the  Manager  or  Accountant,  who  must 
signify  the  same  by  his  initials. 

64.    Dishonoured    bills    or   pro    forma    cheques 
charged  to  customers'  accounts  must  be  retained 
by  the  Manager  or  Accountant,  and  prompt  notice 
of  the  same  must  be  sent  to  the  customer.    It  is  de- 
sirable, where  possible,  to  obtain  cheques  from  the 
customers  in  substitution.    Such  cheques  should  be 
payable  to  the  order  of  the  Bank  and  are  to  be 
stamped  with  the  Teller's  "PAID"  stamp  of  the 
same  date  as  the  original  entry.     It  is,  however, 
left  to  the  discretion  of  the  Manager  to  waive  the 
question  of  getting  cheques  in  substitution  where 
he  considers  it  advisable  to  do  so,  but  in  such  cases 
the  balances  should  be  verified  and  the  vouchers 
given  up  at  the  end  of  each  month.    Care  must  be 
taken  to  see  that  dishonoured  discounted  bills  are 
not  cancelled  or  stamped  "paid." 

63.  In  opening  an  account  with  a  firm  of  Bar- 
risters, Solicitors  or  Attorneys  it  is  necessary  to 
take  a  letter  from  the  partners  as  individuals,  that 
they  will  be  personally  liable  for  all  transactions 
with  the  Bank  in  the  name  of  the  firm,  by  which- 
ever partner  carried  out. 


New 

accouata. 


66.  No  new  account  must  be  opened  without  the 
Manager's  authority.  Before  accepting  the  accounts 
of  cities,  towns,  municipalities  or  incorporated  com- 
panies, it  will  be  necessary  to  send  copy  of  the  by- 
laws to  the  Bank's  Solicitor  to  ascertain  the  bor- 
rowing power  and  what  persons  "have  power  to  bind 
the  corporation  by  their  official  acts,  advising 
the  General  Manager  that  this  has  been  done,  and 
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procuring  his  authority  for  advances,  before  grant- 
ing same. 

07.  No  interest  is  allowed  on  Current  Account 
balances  without  the  authority  of  the  General  Man- 
ager. 

68.  Every  customer  opening  an  account  in  the 
Ledger,  must  receive  a  Pass-book  with  printed  no- 
tice inserted,  and  a  book  of  cheques.  The  Pass- 
books should  be  collected  from  the  customers  at  the 
end  of  each  month,  written  up  and  balanced,  and 
the  balance  compared  by  the  Accountant  with  the 
Ledger,  and  initialled  by  him  in  both  books.  These 
books,  after  being  balanced,  should  be  ready  for  de- 
livery to  the  custot^ers  on  the  first  business  day  of 
^ach  month,  and  on  no  account,  either  then  or  at 
any  date  during  the  month,  must  any  delay  occur 
in  entering  up  and  returning  these  books  whenever 
they  are  applied  for  by  the  customers. 


?aX«5f  ^^^  ^"  ^'^'"S^  °"^  boo'^s  of  cheques,  which  are 

cheque  booki.  Supplied  to  customcrs  only,  a  record  must  be  pre- 
served of  the  printed  numbers  upon  the  cheques 
and  the  party  to  whom  issued. 

Chemicniiy  70.    The     Bank    supplies    its     customers    with 

ebeques.  cheques  chemically  prepared  to  prevent  fraudulent 

alterations.    The  Managers  will,  therefore,  see  that 
these  cheques  alone  are  used  by  the  customers. 


Cattod7  of 
paid  (lie<iuef. 


7L  The  cheques  against  Current  Accounts  must 
be  kept  by  the  Individual  Ledger  keeper,  who  shall 
see  that  they  are  given  up  to  the  customer.     ; 
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72.    Customers'  accounts  are  to  be  certified  and 
cheques  and  other  debit  vouchers  given  up  at  the 
end  of  every  month,  after  the  Individual  and  Gen- 
eral Ledgers  have  been  balanced,  and  the  balance 
of  the  account  has  been  compared  by  the  Account^ 
ant  with  the  Pass-book.    Where  not  deemed  advis- 
able, monthly  verifications  and  surrender  of  vouch- 
ers may  be  waived,  but  quarterly  verifications  must 
be  obtained.    The  docket  acknowledging  receipt  of 
the  vouchers  and  certifying  the  correctness  of  the 
account  must  be  signed  by  the  customer  or  his  at- 
torney.   These  dockets,  for  six  years  back,  should 
be  kept  in  the  vault.     Vouchers  relating  to  accounts 
which  are  constantly  or  frequently  overdrawn,  must 
not  be  given  up  against  the  ordinary  voucher  receipt, 
f:A   the  reason  that  if  the  Bank  has  to  sue  for  a 
balance,  it  would  require  to  prove  the  account,  and  in 
the  absence  of  vouchers,  such  a   process  might  be 
difficult.     It  will  be  well,  therefore,  to  obtain  from 
customers  from  time  to  time,  say  at  the  end  of  June 
and  the  end  of  December,  each  year,  a  note  to  cover 
their   overdraft,  as  by  so  doing  the  Bank  will  thus 
have  an  acknowledgment  of  the    obligation   which 
will  facilitate  and  strengthen  the  Banks  proof,  with- 
out  having  to  prove  all  the  operations  of  a  long,  out- 
standing, overdrawn  account. 


crowentrie..  73.  No  cross  entries  are  permitted  in  this  Or  any 
other  book  without  the  authority  of  the  Account- 
ant by  an  entry  in  the  Waste  Book. 


conparlton 
of  entriea. 


74.  Before  the  commencement  of  business,  every 
entry  in  the  Cash  and  Waste  Books  on  the  previous 
day  to  the  credit  or  debit  of  Current  Accounts,  must 
be  compared  with    the  Ledger  by  the  Accountant 


(at  large  Branches  by  the  Assistant  Accountant  or 
Chief  Cleric,  at  Branches  where  there  is  no  Account- 
ant, by  the  Manager),  who  will  employ  an  officer  to 
assist  him  other  than  the  Teller,  Individual  Udger 
keeper,  or  Cash  Book  keeper,  if  there  is  one  avail- 
able at  the  Branch. 

75.  A  book  should  be  kept  in  which  should  be 
entered  all  discrepancies  discovered,  and  all  altera- 
tions made  by  the  Individual  Ledger  keeper  himself. 

76.  All  the  officers,  except  the  Teller,  may  be 
called  upon  to  assist  in  balancing  the  customers' 
Pass-books. 

77.  The  Individual  Ledger  Keeper  should  be 
changed  once  a  year,  and  the  change  reported  to 
the  General  Manager. 

78.  The  balances  of  the  Individual  Ledgers  at 
the  middle  of  the  month  must  be  taken  out  by  an 
officer  other  than  the  Individual  Ledger  Keeper. 

79.  The  Accountant  must  compare  the  balances 
in  the  Balance  Book  with  the  Ledger  at  the  close 
of  each  Return,  check  the  summations  and  initial 
the  totals. 

JSJSJJI'ji;'*  80.    Balances  of  Current  Accounts,  which  have 

not  been  operated  upon  for  one  year,  must  be  trans- 
ferred to  the  Montreal  Branch  half-yearly  so  as  to 
reach  there  one  week  before  the  end  of  June  and 
one  week  before  the  end  of  December.  The  parties 
entitled  to  inoperative  balances  should,  if  possible, 
be  notified  to  withdraw  them.    (See  Rule  113.) 

DEPOSIT  BECEIPT  BEQISTEE. 
8L    This  is  the  record  of  deposits  bearing  inter- 
est under  receipt,  subject  to  repayments  after  notice. 


Brfon. 


BaUocloit 
pcM-booki. 


Cbangeor 
ledger  keeper 
•nnaallj. 


Balance  of 
iDdlrldual 
Ledger. 


Comparlaon 
of  balance!. 


Mercipi 


r«yiii»nt  of 
IH>p<itlt 


Dally 

eomparlMB 
of  eotrln. 


Partial 
wttbdrawala. 


Payment  of 
lotemt. 


No  Intereat 
under  one 
montb. 


IVpoalt 
Receipta  of 
otber 
Brancbea. 


..^.aV""     f^'  '''°"'''  *^°"*«'"  *»'«  M\  name 

ant.    The  Accountant  must  examine  the  entry  in 

Rec.ln?Tf  ^l"'"'  ^'^^'  *"^  <^0"ntersign  the 
Receipts  before  they  are  presented  to  the  Manager 

83.  When  Receipts  are  presented  for  payment  it 
IS  the  Accountant's  duty  to  compare  and  initial  he 
endorsement,  check  the  interest,  and  mark  the  Re 

Spuhe:  ""^^"^^^  "^  -''  ^'-  ^"^''  -  the 
receipt  the  amount  to  be  paid. 

84.    When  calling  over  the  Cash   Book  in  the 
mormng  the  Accountant  must  see  that  the  Deposit 

err/f  r.  '""l  P"^'°"^  ^^y  J^-e  been  prop- 
erly marked  off  m  the  Deposit  Receipt  Register. 

ceiot  JuJT  °^  '  ''"'■''"'    vuhdrawal.  the  old  Re- 
te  esti  ^7'"  "P'  ""^  "  "^^  °"e  i««"ed.  in- 

"f:2^;a^r°"^'^°i'^^"^ 

sS  ,  ^"^'"  "P  '"  t'^e  «^'"e  '"anner.  but 

should  any  large  and  valuable  depositors,  who  may 
^nd  It  inconvenient  to  attend  at  the  Bank  with  tS 
Receipts,  request  that  interest  be  paid  to  them  ^th 
out  production  of  the  Deposit  Recdpt     h!  J 
-ay  be  referred  to  the  General  Manager.       "'"" 

left  for  teto^  ^^  ^"°^^'  ""'"^  ''^  ^^^  ^« 

Ja    .^'^°f  ^'"'P*'  °^  °"e  Branch  must  not  be 

Thete  thrRer-T'''°"-  ^"^'°"^^  ^~"^  ^^^  ^--^ 
wnere  the  Receipt  was  issued. 
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t*»PaiU 
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taken  from 
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Index  to 
Deposit 
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Notice  of 
ndoetloQ 
la  rate. 


89.  Deposit  Receipts  may  be  issued  to  parties 
payable  to  either"  when  so  desired;  but  such  de- 
positors  must  sign  the  form  of  agreement  supplied 
by  the  Bank,  as  to  the  payment  of  the  proceeds  to 
whichever  one  of  them  presents  the  Deposit  Receipt 
giving  a  legal  discharge  to  the  Bank.     This  form 

whci    afd""""*"*  *°  **"*  ^"""^  °'  *^'  ^^P°***  ^*"»P» 

90.    While  the  Bank  is  anxious  for  the  Managers 
to  cultivate  the  extension  of  the  Savings  Depart- 
ment  Accounts  as  well  as  of  the  issue  of  Deposit 
Receipts,  It  is  equally  desirous  to  see  the  money  se- 
cured on  the  best  possible  terms,  and  the  special 
attention  of  the  Managers  is  therefore  directed  to 
the  desirability  of  small  amounts  widely  spread 
^o  limit  IS  imposed  by  the  Bank  for  the  limit  of 
any  one  account  or  deposit,  but  when  the  amount 
"s  large,  or  not  likely  to  remain  long  in  the  Bank. 
Managers   should   endeavor   to    have   the   amount 
placed  m  Current  Account,  and  only  when  it  is 
found  that  such  a  course  would  be  impracticable  and 
that  the  connection  would  otherwise  be  lost,  does 
the  Bank  wish  such  amounts  taken  on  Deposit  Re- 
ceipt or  in  the  Savings  Department. 

91.  An  index  to  the  Deposit  Receipt  Register 
must  be  kept,  showing  the  names  of  depositors  and 
the  numbers  of  the  receipts  issued  to  them  This 
index  must  always  be  kept  closely  written  up  and 
the  numbers  should  be  marked  off  as  the  Receiots 
are  paid.  ^ 

92  When  it  is  necessary  to  notify  depositors  of 
a  reduction  in  the  rate  of  interest,  such  notice  must 
be  sent  by  registered  mail. 


iMt  Depottt 
Bwelpu. 


lUltent* 
depoalton. 


Notice  of 
wltbdrawal. 


Depoalt  Re- 
ceipt* accom- 
liiu.rlns 
■ppltcation  for 
cbirter  of 
Incorporation. 


93.  When  a  claim  is  made  for  the  payment  of  a 
Deposit  Repeipt  which  has  been  lost  it  will  be  ne- 
cessa^  to  obtain  all  the  information  regarding  the 
lost  Deposit  Receipt,  and  forward  the  whole  of  the 
particulars  to  the  General  Manager  for  decision  as 
to  treatment,  together  with  the  form  of  Bond  of 
Indemnity,  provided  by  the  Bank,  duly  filled  up. 

94.    The  practice  of  taking  "pass  words"  from 
Illiterate  depositors  must  be  avoided,  as  experience 
has  shown  that  this  method  of  identification  cannot 
be  rehed  upon.     In  cases  where  the  parties  desirmg 
to  deposit  money  at  interest  are  unable  to  sign  thei- 
names,  it  will  be  necessary  to  keep  on  record  a  full 
description  of  the  depositor,  which  must  include  not 
only  such  particulars  as  the  height,  colour  of  the 
eyes,  etc    but  also  some  noticeable  feature  or  pecu- 
larity  which  would  serve  as  a  sure  means  of  iden- 
tification after  an  interval  of  years.     If  such  details 
cannot  be  procured,  the  money  must  not  be  taken. 

95.  The  Bank  reserves  the  right  to  demand  fif- 
teen days  notice  before  paying  the  whole  or  any 
portion  of  a  Deposit  Receipt.  In  default  of  notice 
fifteen  days'  interest  on  the  amount  withdrawn  must 
be  deducted. 

96.    Applications  for  Deposit  Receipts  or  Certifi- 
cates of  Deposit  made  by  parties  who  arc  applying 
to  the  Dominion  Government  for  a  charter  of  incor- 
poration under  the  "Companies  Act,"  and  who  wish 
to  forward  such   receipt  or  certificate  with  their 
application  to  the  Government,  as  evidence  that  a 
portion  of  the  subscribed  capital  has  been  paid  up 
must  be  referred  to  the  General  Manager,  with  ad- 
vice  whether  the  actual  cash  has  been  deposited. 


"  "°^'^-'»*''T-:*' 
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97.  When  calculating  the  amount  of  interest  due 
on  Deposit  Receipts  at  the  end  of  each  half  year  for 
the  purposes  of  the  Profit  Statement  the  checking 
must  be  done  by  a  senior  officer,  and  the  correct- 
ness of  the  result  must  be  tested  by  a  separate  calcu- 
lation  made  by  the  Accountant  from  the  Deposit 
Receipt  Accounts  in  the  General  Ledger.  Any  dif- 
ferences of  more  than  a  small  amount  must  be  in- 
vestigated and  put  right,  so  that  there  may  be  no 
doubt  of  the  accuracy  of  the  figures  on  the  Profit 
Statement. 

SAVINGS  VEPABTMEtfT  LEDGES. 

98.  This  book  is  the  record  of  the  daily  opera- 
tions upon  the  accounts  of  Savings  Department  de- 
positors at  the  Branch.  It  is  posted  from  the 
vouchers.     (See  Rule  102.) 

99.  When  a  deposit  has  been  made  at  the 
counter,  the  voucher,  which  must  be  signed  by  the 
Depositor,  is  initialled  by  the  Teller  and  passed  by 
him  to  the  Ledger  keeper,  who  makes  the  necessary 
entry  in  the  Ledger,  then  in  the  Customer's  Pass 
Book,  marking  the  folio  of  the  Ledger  on  the  left 
hand  top  corner  of  the  slip.  When  customers  desire 
to  make  withdrawals  they  must  apply  first  to  the 
Ledger  keeper,  who  will  furnish  a  form  of  receipt 
to  be  signed.  This  receipt,  after  having  been  en- 
tered in  the  Ledger  and  then  in  the  Customer's 
Pass  Book,  is  marked  with  the  folio  of  the  account 
and  initialled  by  the  Ledger  keeper,  and  then  passed 
by  him  direct  to  the  Teller  for  payment.  Savings 
Department  receipts,  after  having  been  verified,, 
must  not  be  handed  out  again  to  customers. 

100.  In  using  the  Removable  Leaf  Perpetual  Led- 


patuai  L«Kt(.  gcr,  which  has  been  adopted  for  the  Savings  Depart- 


well  is  nal?f    "T'*'^  *°  ^"P^^^  ""-^ers  as 
well  as  names  for  the  accounts,  and  the  number  of 

the  account  must  be  inserted  on  each  deposit  11^0 

d^posifo?  'Th 'f  ""'  "°'  '*^"  ^'^^  "*-«  °f  the  . 
depositor      The  leaves  must  run  in  numerical  order 

and  an  mdex  must  be  kept,  giving  the  number  o 

the  account  after  each  name.     Each  sheet  Tto  be 

used  for  one  account  only,  and  when  filled  up°  or 

InM  Tl  ''°''^'  '""^*  ^'  '^^'^  °"t  and  filed  LZ 
m  the  bmder.  New  accounts  are  to  be  numbe^eJ 
consecutively.  "umoerea 

orB^-y^/.   berken"to'see''t"h^.."^  ^f"^'  ''"°""*^  '^'^  -"«t 
DC  taken  to  see  that  ample  particulars  regarding  de- 
positors are  given.     These  particulars  must  indude 
he  full  name,  occupation  and  address  of  the  depos^ 
of  [ii'ld    "^  ''''''  ^"^  ""'"»'-'  '^  -<=h  form  pa  t 

.St  1525  Notr'  n  "  ^C^^'"  "^"'^  S"''^'^'  Machin- 
ist. lo25  Notre  Dame  Street.  Montreal."     If  the  de 

TadditL'  rr  T  '^^''"^  °^  ^^^  — *  --t 

L  is  m^^r   .  °^'  particulars,  show  whether 

she  IS  married  or  unmarried,  as  e.  g..  "Mrs    Marv 
Jane  Brown."  "Miss  Ann  Robinson/'    In  the  ca  e 

as  the    wife  (or  widow)  of  so  and  so."     It  is  the 
duty  of  the  Accountant,  or  the  officer  discharging 
he  duties  of  the  Accountant,  to  see  that  these  in! 
structions  are  carried  out. 


Rpcelmen 
•IcnaturM. 


Full  partlcu 
Ian  reqalml 


SarloKs  Ledger 
and  Binder 
Keyi. 


103.    The  keys  of  the  Savings  Udrer  anrf  R.„j 
n.us.  be  kept  i„  a  join,  cns.ody  com^^^^n.  of  rt" 
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Wh«Ti  a  SftTiztgs  Account  is  opened   in  the 

ri?!  ?!  *"•"  •*"  "■***'•  parties,  and  it  is  desire* 
tDftt  the  monies  deposited  therein  he  "payable 
to  either  or  surriTor"  each  party  must  sign  tl 
the  form  or  Agrecnert  for  Joint  Accounts  Fo,  * 
406.  ehich  form  is  to  be  kept  in  the  custody 
of  the  Aeeountant,  or  Hanager  at  Branches 
ehere  there  is  no  Accountant. 


t>.oft>  Z  .%H^ 
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ACCOQAtS. 


104.    The  Savings  Department  Ledger  must  be 

eact  vear  h'"''  °"  i""*=  "'^'^  *"^  December  31st 
rjt  ^l  '  ^  !"  °^"'"  °*''^'-  than  the  Savings 
Ledger-keeper,  but  it  will  not  '.e  necessary  to  iS 
the  balances  m  the  Monthly  Returns. 

loweLt::Tecet'rTr'  ^'^'^""  '"^^  ^^  ^'- 
retain  ZTu  "^"^^^^^^  *«  secure  new  business,  or 
retam  old,  but  care  must  be  taken  to  endeavou^  to 

(.•iee  Rule  1)9.)    If  an  account  is  too  active  it  U  ♦« 
t>e  transferred  to  Current  Account  Ledger 

tol?cer't?frer"^  *"  '^^^"'^^  ^^P^*-"*  ^'^^^-^ 

monthlv!;if  "*  '"T  ^^*=*'•="'^t«d  on  the  minimum 
monthly  balance  and  credited  half-yearly,  and  may  be 
allowed  from  date  of  first  deposit. 

108.    Officers  may  be  permitted  to  keep  accounts 
m  the  Savmgs  Department,  and  in  order  to  promote 

of  the  Staff,  the  Court  of  Directors  have  authorized 
the  payment  of  mterest  on  Deposit  Receipts  or  Sav- 
ings Accounts  of  those  in  the  employ  of  the  Bank 
as  loUows: 

On  amounts  under  $200 4^^ 

Over  $200  and  up  to  $2.000 ...... . . ." .'     5% 

Any  amount  in  excess  of  $2,000  to  bear  interest 
at  the  current  rate  for  deposits  from  the  public 

28 


Offi««r*t  teTlst*  V««  <^r«  to  ^  ^9/pt 
In  *  MyftTAt*  fart  Of  tHo  tsviacs  9«iil* 

X.«4gor,aaA  art  to  bt  royrosoattA  ia  tiM 
Oaaaral  IioAcar  ia  an  aeaouat  ^  thtaaalYai 


, 


*■«••*•. 


Maof  tatriM. 


'Mt  Book!  to 

*lWB  aeeaantf 

MVelOMd. 


Fms 


Booka. 


fPPUettloa 
ncbalaam 


Pniof  of 
tlUc 


.nlo  V  '^"  '°''  *•*'  ^^'^^^'^^  Of  the  public 

and  care  must  be  taken  to  see  jhat  these  rules  a« 
not  departed  from.  The  supply  of  blank  Savin" 
Department  Pass  Books,  which  are  now  number"? 
must  be  kept  in  the  custody  of  the  Accountant  abng 
with  the  engraved  forms,  and  particulars  shown  il 

Inthf    7*"""*"*  °'   '"^'''^'^  fo'-n's  in     the 
mont^hly  returns,  a  heading  being  raised  for  that 

«r  m„  Jk'  '"n'f  '"  *''"  ^*^'"«^*  Department  Led- 
gcr  must  be  called  over  before  the  commencement 

tamed  m  the.  custody  of  the  Accountant,  who  wUl 
I'ass  Book  has  been  received  by  him. 
112.    In  the  event  of  a  Savings  Department  Pass 

wai  :z  TtVt"  ''T' '  '"^^^-« "-- e 

lormahty  must  be  observed  as  in  the  case  of  a  lost 
Deposit  Receipt.    (See  Rule  93.) 

UNCLAIMED   BALANCES. 

men?of  n''?'^?«'*'°"'  ''''  "'^^^  f^*-  the  pay- 

eTmen    B?u?rt^'''""^  ^^^^^""^  '"  ^^e  Gov- 
ernmen    Blue  Book  care  must  be  taken  to  see  that 

the  applicants  are  fully  identified  and  that  thev  r^n 

give  the  Bank  a  legal  discharge.  ^  '*" 

If  the  applicant  has  been  bankrupt  or  if  applica- 
tion ,s  made  for  a  balance  belonging  to  a  dec^sed 
depositor,  full  proof  of  the  appl^nt's  tftle  o  he 
n^oney  must  be  furnished  and  submitt.^  to  ^e 
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?„^"'^'l5?""*°''  r'''°"  "P'"'°"'  *'*»»  the  application 
and  proof,  must  be  sent  to  the  General  Manager  for 

his  approval  before  payment  is  made 

After  payment  the  cheque  must  be  sent  to  the 
General  Manager's  office  to  be  recorded  and  kept 

wSchhl^'L'  *"\^— ts  (original  or  copieT 
which  have  been  submitted  to  prove  claims. 

114.  About  three  months  before  the  end  of  each 
year  notices  should  be  sent  to  those  depositors 
whose  Savings  Department  balances  or  Deposit  Re- 
ccpts  will  at  the  end  of  the  next  December  hfve 

lirjr'"'''"  ^°'  ^'^^  y*'"'  °^  °^^''  and  they 
shou  d  be  requested  to  take  steps  to  prevent  the  ne 

cessuy  of  their  deposits  being  included  in  the  sta"e. 

ment  of  Unclaimed  Balances  sent  to  the  Govern- 

thtXf^^u^''''''''^  "'*  °^  ^"  inoperative  balances 
that  have  been  transferred  to  the  Montreal  Branch 
must  be  kept  in  the  back  of  the  Individual  Ledgers 
for  easy  reference,  together  with  all  particulars  ob' 
tamable  regarding  the  name  and  address  of  the 
depositor.    (See  Rule  80.) 

115.         SBOISTEBS  OF  DBAFTS  DRAWD. 
Drafts  on  and  between  Branches. 
Drafts  on  Agencies. 

Drafts  on  London  Office  and  European  and  For- 
eign Agents. 

Bank  Money  Orders. 

These  books  contains  a  record  of  all  drafts 
issued  and  from  them  the  drafts  are  advised  and 
entered  m  the  Returns.  As  granted,  the  initials  of 
the  officers  s.gnmg  as  Manager  and  Accountant  are 
placed  opposite  each  draft  in  these  registers.  The  " 
Accountant  must  examine  the  entry  in  the  draft 
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book  and  sign  the  draft  before  it  is  presented  to  the 
Manager.     (For  further  particulars,  see  Rules  131.) 

116.  When  a  draft  is  issued,  payable  to  a  person 
who  intends  to  carry  it  with  him,  it  is  advisable  to 
send  a  specimen  of  his  signature  to  the  office  on 
which  the  draft  is  drawn. 

117.  In  advising  drafts  sold  to  emigrants  and 
others  not  easily  identified,  it  is  desirable  that  a 
specimen  of  the  payee's  signature  be  forwarded  for 
identification. 

118.  When  strangers  buy  drafts  on  any  of  the 
Bank's  Branches,  and  specimens  of  signatures  are 
forwarded  to  the  Drawee  Branch,  such  Branch 
should  be  advised  that  the  Payee  of  the  draft  is  a 
stranger,  and  the  receipt  of  the  signature  must  not 
be  interpreted  or  used  as  an  introduction. 

119.  Drafts  drawn  on  New  York  must  have  in- 
serted the  words  "payable  in  funds  current  at  the 
New  York  Clearing  House." 

120.  The  Advice  Sheets  of  Drafts  on  Merchants' 
National  Bank,  New  York,  are  to  be  checked  and 
totalled,  and  the  total  amount  confirmed  to  the  New 
York  Agency  by  letter,  to  whom  also  a  perfectly 
legible  copy  of  the  Advice  Sheets  are  to  be  sent  At 
offices  where  there  is  a  typewriting  machine  the 
advice  IS  to  be  typewritten  in  duplicate,  and  the  du- 
plicate sent  to  the  New  York  Agents. 

121.  Managers  must  advise  the  New  York 
Agents  promptly  by  telegraph  whenever  drawings 
on  New  York  amount  to  $20,000  or  over,  unless 
cover  is  remitted  on  the  same  date.  When  drafts 
upon  any  other  Branch  or  Agency  amounting  to 
$10,000  or  over  are  issued  in  one  day,  telegraphic 
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advice  must  be  sent  to  the  Branch  or  Agency  drawn 
upon  unless  cover  is  remitted  on  the  same  date  or 
arrangements  have  been  previously  made  for  an  ex- 
cess  of  this  limit. 

*u  ^^t  ^![f  *?  *^'"*'^"  °"  ^°^*°"  '""St  be  advised  to 
the  New  York  Agents  in  a  separate  list.  When 
such  drafts  exceed  $5,000  they  should  be  advised  to 
the  New  York  Agents  by  telegraph. 

.u^f;  T''^  Branches  and  Agencies  must  supply 
the  Merchants'  National  Bank,  New  York,  through 
the  New  York  Agents,  with  specimen  signatures  of 
any  officers  who  may  be  authorized  to  sign  drafts 
upon  them.  Care  must  also  be  taken  to  see  that 
no  draft  on  that  Bank  is  issued  upon  an  altered  form. 

124.  Separate  series  of  numbers  for  Time  drafts 
and  Demand  drafts  on  Court  are  to  be  used  both  in 
Returns  and  in  Advice  Sheets. 

125.  When  drafts  on  the  Court  are  drawn  "on 
demand    and  the  amount  of  such  drafts  in  any  one 
day  exceeds  the  demand  remittances  by  £10  000  or 
upwards  advice  of  the  same  should  be  cabled  to  the 
Court.     Instructions  to  New  York  to  pass  a  trans- 
fer for  the  amount  of  the  excess  must  not  be  con- 
strued  as  being  within  the  rule.     Demand  remit- 
tances must  be  understopd  to  mean  only  actual 
funds  which  will  be  available  to  the  Bank  in  Lon- 
don  upon  receipt  of  the  letter  enclosing  them  and 
contammg  adv.ce  of  the  drawings,  and  the  Branches 
must    cable    London    Office    whenever    their    de- 
mand  drafts  in  any  one  day  exceed  the  demand  re- 
mittances  they  are  sending  forward  by  £10.000  or 
over.    The  larger  Branches  and  Agencies  may  ar- 
range for  a  higher  limit  if  necessary. 
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126.  Drafts  on  London,  payable  on  demand,  for 
sums  of  One  Hundred  pounds  and  under,  are  to  be 
drawn  on  Messrs.  Glyn,  Mills,  Currie  &  Co.,  unless 
the  purchaser  desires  a  draft  in  duplicate,  in  which 
case  a  draft  on  Court  may  be  issued. 

127.  Branches  will  cable  the  Court  whenever  re- 
mittances of  demand  exchange  exceed  by  £10,000 
or  over,  demand  drafts  drawn  by  same  mail. 

128.  Particular  attention  must  be  given  to  ad- 
vising the  London  office  by  first  mail  of  drafts 
drawn  upon  them,  and  duplicate  advice  should  be 
sent  in  the  next  outgoing  mail. 

129.  .Should  the  Branches  require  to  sell  Ex- 
change through  New  York  to  create  funds,  such 
Exchange  must  be  at  sixty  days'  sight.  It  is  only 
permissible  to  sell  Demand  Exchange  or  Cable 
Transfers  against  satisfactory  cover. 

130.  In  drawing  Inland  Drafts,  Foreign  Ex- 
change, Settlement  Cheques,  Deposit  Receipts,  &c., 
spacer  should  be  entirely  filled  up  by  writing  the 
amount  closely  after  the  name,  or  by  filling  up  with 
heavily  ruled  lines,  the  ink  being  allowed  to  dry  and 
sink  into  the  body  of  the  paper. 

131.  Drafts  and  Letters  of  Credit  must  not  be  paid 
by  Tellers  without  first  being  marked  off  the  Advice 
Book  or  Advice  Sheets. 

132.  Before  issuing  duplicate  sola  drafts,  secur- 
ity should  be  taken  to  prevent  loss  being  sustained 
by  the  Bank,  through  a  demand  being  made  for  pay- 
ment of  the  original  draft.  When  a  duplicate  of  a 
sterling  draft  on  another  Bank  is  issued,  the  Branch 
will  send  the  duplicate  to  the  Court,  to  be  by  them 
forwarded  to  the  Bank  to  which  it  is  addressed,  the 
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purchaser  requesting  the  payee  to  call  there  and  ap- 
ply for  the  same. 

133.  When  a  draft  has  been  outstanding  for  five 
years  between  any  of  the  Branches  ^  Agencies 
the  drawee  Branch  must  at  once  debit  the  amount 
to  the  "Branch  Draft  Outstanding  Account,"  and 
credit  it  to  London  Office,  advising  the  drawing 
Branch  of  having  debited  the  amount  to  "Branch 
Draft  Outstanding  Account",  in  conformity  with  this 
rule., 

MONET  0SDEB3. 

134.  In  order  to  enable  the  Banks  to  meet  com- 
petition in  the  transfer  of  small  sums  of  money  the 
Canadian  Bankers'  Association  has  arranged  for  the 
issue  by  all  the  Banks  in  Canada  of  a  uniform  style 
of  Money  Order  for  sums  not  exceeding  $50.00,  at 
the  following  rates: 

$5.00  and  under 3  cents 

Over    $5.00  to  $10.00 g  cents 

Over  $10.00  to  $30.00 10  cents 

Over  $30.00  to  $50.<iO 15  cents. 

135.  All  Bank  Money  Orders  issued  by  a  Bank 
are  to  be  paid  at  par  at  any  Branch  of  any  Chartered 
Bank  in  Canada,  except  those  in  the  Yukon;  any 
Branch  paying  such  an  Order  drawn  by  another 
Bank,  will  send  it  through  the  Local  Exchange  or 
Clearing  House  at  par,  to  the  Branch  of  the  issuing 
Bank  at  that  point,  if  there  is  one,  but  if  there  is  no 
Branch  of  the  issuing  Bank  at  the  place  of  payment, 
then  the  Order  will  be  sent  by  the  Bank  paying  the 
same  to  Montreal  for  redemption,  plus  authorized 
commission,  but  no  commission  will  be  allowed  to 
any  Branch  except  xt  Montreal  and  on  the  above 
conditions.   (See  Ci    No.  910.) 
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St.?Is   h7  -^r  '"*!'  ^'"^  '^'^  ^*"'^«  '"  the  United 
th?.  R  I"'  °"  '*•"  ^''^^  °^  the  form  issued  by 
this  Bank,  to  cash  s^me  at  par.  which  Orders  will 
be  redeemed  by  the  New  York  Agency  at  ^a 
These  exceptions  are:  «      /   »i  par. 

Columbia  National  Bank.  Buffalo 

First  National  Bank,  Chicago. 

Merchants'  Loan  &  Trust  Co..  Chicago. 

Old  Detroit  National  Bank,  Detroit 

which  banks  will  divide  the  commission,  adding 

dtXr"""  "  ""''"'  -^  -  ^^-  York  for  re' 

In  case  of  a  change  being  made  in  the  Signing 

Officers  of  a  Branch,  new  specimen  signatured Irf 

Ll"    7JZ^'^  *°  ''''  ^^''''^  »"«"tijred  on  the 
back  of  the  Money  Order  forms. 

Aaw.^  public  must  be  recorded  in  a  separate  part  of  the 

Register  of  Drafts  Drawn,  but  advice  of  Orde  s  so 
issued  IS  not  required. 

"Mon'ev  n^r^^'*^'"  ''^""^  ""-^  *°  he  credited  to 
Money  Order  Suspense  Account."  and  returned  by 
the  paymg  Branch  on  their  Cash  Item  List  to  the 
issumg  Branch,  which  Branch  will  th^n  I 
them  to  ".loney  Order  Suspetetc^  .»^'??: 
balance  of  th.s  account  is  to  be  shown  in  the  Week! 
ly  Statement  of  Assets  and  Liabilities,  and  is  to  be 
.ncluded  m  the  Government  Statement  amongst  the 

Ort     n  r'V'""  ^^°-  "'  -d  a  list  of  Mone; 
Orders  Outstanding  is  to  be  shown  in  each  return 
certified  by  the  Manaer-r  an^  a  return. 

r.t     u-  u-  I         ^lanager  and  Accountant,  the  total 
of  which  shoud  aeree  with  th^  )  ^io«  I 

the  Balance  Sheet  ^""  ^'  '''°*"  °" 

ss 


Money  Order 

SiupeoM 

Account. 


Or^critaacd 
to  be  letUed 
or  weekly. 


sTool^VT  ""doubted  customer. ;  books  so 

supplied,  however,  must  be  signed  by  the  usual 
Sigiimg  Officers  of  the  Branch,  and  made  pa^abfe 
o  the  customer,  who  before  receiving  same  must 

fr*    K      u       ''*"'  "*•*'"  presented  for  payment 
a?d   h    «     r^''^  '"•^*=*  *°  ^'^^  ^«t°"''r's  account 
and  the  Bank  must  receive  a  written  authority  from 
the  customer  to  charge  the  same  to  his  account 

140.  In  order  that  the  Rank  may  receive  Dromnf 
notice  of  all  Money  Orders  issuedfa  list  of  OrdeS 
•ssued  by  customers  is  to  be  procured  each  week  and 
at  ea.t  once  a  month  customers  should  handTe  knk 
he.r  cheque  plus  the  commission,  for  any  onJers 
;;^hWljee„  issued  by  them  and  not  ch^arg^?^:: 

will  be  the  duty  of  the  Account^n  to  s^^'t 'the 
forms  are  all  accounted  for.  Unused  form  a  e  to 
be^returned  m  the  event  of  a  customer  closing  hi^ 

142.    Supplies  of  forms  can  be  obtained  through 

ien.  h  T  .^'""^"'*  ^®"  *"*^  these  must  be 
kept  by  the  Accountant  in  the  same  way  as  the  or- 
dmary  Engraved  Forms,  and  a  statement  givenTn 
each  Return  of  Forms  on  Hand,  used  and  spoiled. 

DRAFTS  ORANIED  BY  AGENTS. 

nnltf"  I^'^  t"^^  '°"*^'"'  *  "'t  of  all  Drafts  drawn 
ceivln'  Zl  ^yJ"^'"'"'  ^«  advised  in  letters  re- 
ceived When  a  Draft  is  presented  for  payment  it 
must  be  marked  off  in  this  book,  after  it  is  seen  to 
correspond  with  the  advice,  or  in  case  of  a  Draft 
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presented  before  receipt  of  advice,  the  entry  must 
be  made  from  the  draft  itself,  and  afterwards  com- 
pared with  the  advice  when  received.  Drafts  pre- 
sented before  receipt  of  advice  must  be  referred  to 
the  Manager  or  Accountant  before  being  paid. 

LETTEBS  OF  CREDIT  BOOK. 

144.  In  this  book  must  be  entered  particulars  of 
all  Letters  of  Credit  and  Drafts  advised  by  the 
Court.  As  paid  these  are  marked  off.  the  exchange 
bemg  checked  by  the  Accountant,  who  should  satis- 
fy himself  in  regard  to  the  identity  of  parties  pre- 
senting them. 

14.».  Letters  of  Credit  are  to  be  paid  at  or  about 
the  selling  rate  for  prime  60  days  sight  exchange  in 
New  York.  The  difference  between  this  rate  and 
the  sight  rate  affords  a  margin  sufficient  to  cover 
the  commission  of  1-20  of  1  per  cent,  allowed  by  the 
Court  to  British  and  Continental  Banks  who  issue 
such  credits,  which  commission  is  charged  by  the 
London  office  to  the  Branches  and  Agencies  at  the 
end  of  each  quarter. 

146.  In  paying  a  Letter  of  Credit  to  another 
Bank,  it  should  be  required  to  guarantee  the  payee's 
identity. 

147.  When  calling  over  the  Cash  Book  in  the 
morning  the  Accountant  must  see  that  the  Letters 
of  Credit  paid  on  the  previous  day  have  been  prop- 
erly  marked  off  in  the  Letters  of  Credit  Book. 

148.  When  Letters  of  Credit  or  Drafts  drawn  on 
the  Branches    -  Agencies  have  been  outstanding  in 
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the  London  Office  account  for  five  years,  a  notice 
must  be  at  once  sent  to  the  Secretary,  who  will  ad- 
vise whether  the  amounts  may  be  written  off  the 
books. 


BILL  BE0I8TBB8. 

Local  Bills  discounted. 
'     Bills  discounted  remitted. 
American  bills  purchased. 
Sterling  Bills  purchased. 
Bills  received  for  collection  on  hand. 
Bills  received  as  Collateral  Security. 
Bank  Collections. 

..trrofBm.  149.  These  books  are  intended  to  contain  par- 
ticulars of  all  bills  received  by  the  Bank,  and  should 
record  the  name  of  every  party  appearing  upon  the 
Bill.  Upon  the  margin  of  the  Register,  any  secur- 
ity held  should  be  referred  to,  and,  if  a  renewal,  the 
amount  of  the  old  bill  should  be  marked.  These 
books  should  be  kept  up  daily,  no  bill  being  allowed 
to  go  out  of  the  office,  or  to  be  placed  in  the  safe, 
without  being  recorded. 
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150.  Bills  received  as  Collateral  Security  must  be 
registered  separately  from  ordinary  Collection  Bills, 
and  must  -ontinue  to  appear  in  the  General  Ledger 
Accounts.  The  account  on  the  debit  side  will  be 
Bills  Received  as  Collateral  Security,"  and  the 
contra  accounts  will  be  "Collateral  Bills  on  Hand" 
and  "Collateral  Bills  Remitted."  The  rule  under 
which  Collection  Bills  Remitted  are  not  required  to 
be  entered  in  the  Register  does  not  apply  to  Collat- 
eral Bills  Remitted. 
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151.  Where  advances  are  made  against  the  secur- 
ity of  certain  collateral  bills,  there  should  be  no  sub- 
stitution  of  such  bills.  As  they  mature  and  are  paid, 
the  proceeds  should  be  applied  in  reduction  of  the 
advances  against  which  they  are  held,  and  not  used 
by  the  customer  for  other  purposes.  With  manufac- 
turing and  large  mercantile  accommodation  advances 
against  collateral  bills,  which  fluctuate  from  time  to 
time,  according  to  their  legitimate  requirements,  it 
may  be  necessary,  in  some  cases,  to  allow  substitution, 
but  this  right  of  substttution  must  first  have  the  sanc- 
tion of  the  Bank. 

152.  No  Branch  is  permitted  to  have  a  Bank  Col- 
lection Account  without  first  procuring  the  author- 
ity of  the  General  Manager. 

The  Bank  Collection  Register  will  be  used  by 
the  Branches  which  have  procured  authority  to  have 
a  Bank  Collection  Account,  for  registering  Sight 
and  Demand  Cash  Items.  In  cases  where  such 
items  are  payable  at  distant  points,  th^y  may  be  in- 
cluded in  the  daily  deposits  made  with  other  local 
Banks,  the  Teller  marking  on  the  margin  of  his 
Blotter  the  commission  against  each  item. 

Full  particulars  of  the  items  comprising  the  bal- 
ance at  the  debit  of  Bank  Collection  Account,  certi- 
fied by  the  Manager  and  the  Accountant,  «iust  be 
shown  in  each  Return. 


DAILY  BILL  BOOK. 

153.    This  book  contains  a  record  of  all  bills  re- 
ceived at  the  Branch,  with  the  exception  of  Steriing 


Bills  of  Exchange  purchased,  entered 
maturity. 


according  to 


lo4.  The  address  of  the  promisor  or  acceptor  re- 
quires to  be  registered  in  this  book.  From  it  the 
bills  due  locally,  whether  discounted  or  for  collec- 
tion, are  taken  over  by  the  Teller  from  the  Manager 
on  the  day  on  which  they  mature,  and  his  initials 
given. 

155.  From  this  book  the  Cash  Book  is  credited 
with  the  total  amounts  of  Local  Bills  Discounted 
maturing;  those  unpaid  at  the  end  of  the  day  being 
at  once  debited  to  Past  Due  Bills. 


Herolttol 
Ooilcettona 
Bm  Book. 


lo6.  The  lines  Of  the  Bill  Book  for  Remitted  Col- 
lections  must  be  numbered  from  top  to  bottom,  be- 
ginning with  No.  1  on  each  page,  and  the  bills  num- 
bered with  the  number  of  the  page  and  the  number 
of  the  line  as  e.  g.,  231-16,  251-17.  This  system  will 
render  it  unnecessary  to  enter  Remitted  Collections 
in  the  Register. 
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157.  Care  must  be  taken  that  all  Collection  Bills 
matured  are  promptly  marked  off  as  paid  or  re- 
turned, so  that  bills  outstanding  which  have  not 
been  accounted  for  within  due  time,  may  be  imme- 
diately enquired  about. 


DISCOUNT  PBOGBESaiVE  LEDGER. 

158.    The  object  of  this  book  is  to  show  the  in- 
dividual liability  of  each  party  at  the  Branch,  either 


as  endorser,  intermediate  endorser,  promisor  or  ac- 
ceptor, whether  on  Bills  discounted  or  American  or 
Sterling  Bills  of  Exchange  purchased. 

169.  For  convenience  it  may  be  found  advisable 
to  divide  accounts  over  two  or  three  books,  viz.: 
Discount  Progressive  Ledger,  American  Bills  Pro- 
gressive Ledger,  and  Sterling  Exchange  Progressive 
Ledger,  with  supplementary  Ledgers  for  parties 
whose  liabilities  are  less  than  $1,000. 


I 


160.  In  opening  a  new  Discount  Progressive 
Ledger  the  balances  must  not  be  brought  forward 
from  the  old  Ledger.  This  will  prove  the  correct- 
ness of  the  old  Ledger,  as  the  balances  should  thus 
be  extinguished  by  the  maturing  of  the  Bills.  The 
full  name,  occupation,  and  address  must  appear  at 
the  head  of  each  account  in  the  liability  Ledgers, 


161.     Bills  must  not  be  written  ofT  Customers'  Lia- 
'  bility  Accounts  until  they  have  been  marked  off  in  the 
Bill  Book  as  taken  out  of  the  Bill  Accounts. 


LIABILITY  BOOK. 

162.  This  book  is  written  up  from  each  Return, 
and  contains  the  names,  in  alphabetical  order,  of 
those  obligants  whose  total  liabilities  to  the  Branch 
amount  to  $1,000  (at  the  smaller  Branches  $500). 

PAST  DUE  DEBT  LEDGER  WITH  PBOCEDUBE. 

163.  This  book  is  intended  to  form  a  record  of 
every  debt  overdue,  and  of  the  procedure  taken  to 
recover  or  secure  it.  It  must  be  kept  closely  writ- 
ten up  and  indexed  to  show  every  name. 
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164  Amounts  "written  off"  by  Court  are  not  to 
be  interpreted  as  composition  or  discharjje  of  the 
debtor  for  the  amounts  so  written  off.  and  debtors 
must  not  be  informed  that  amounts  have  been  writ- 
ten  off.  Any  notes  or  obligations  held  from  the 
debtor  must  not  be  surrendered  without  the  author- 
ity of  the  Court  or  the  General  Manager.  These  re- 
marks  have  especial  reference  to  debtors  who  may 
not  be  bankrupt. 

165.  Bills  appearing  for  the  first  time  in  the 
Statement  of  Past  Due  Bills  on  hand  in  Returns  are 
to  be  reported  upon  in  the  same  way  as  in  the  Quar- 
terly Statement  of  Past  Due  Dills,  giving  explana- 
tions and  any  necessary  information.  A  press  copv 
of  these  remarks  must  accompany  the  Returns. 

166.  Procedure  Books,  old  and  in  present  use 
must  be  kept  in  the  cash  vault.  ' 

UNDISCEABOED  DEBTOBS.       ' 
n7.    The  "Undischarged  Debtor's"  Book  must 
be  written  up  from  the  Procedure  Book,  and  kept 
in  the  possession  of  the  Mana^r. 

IBSECOVEBABLS  DEBTS. 
16«.  Bad  debts  must  not  be  written  off  by  the 
Branches  or  Agencies  until  authorized  by  the  Court 
or  the  General  Manaot)  They  are  then  debited 
first  to  Irrecoverabld^y^bts  Account,  and  immedi- 
ately transferred  to^ibndon  Office.  Amounts  writ- 
ten off  ai^rf>^>MySrds  recovered  are  credited  to  Ir- 
recoverahileHifbts  Account,  and  transferred  half- 
yearly  to  CSndon  Office. 

CHABACTEB  BOOK. 
169.     A  Register  of  all  parties  liable  at  a  Branch 
for  $400,  and  upwards,  shoold  be  preserved  in  alpha- 
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Bad  Otbts  Bust  pot  be  ^irittep  off  by  tht 
Branchts     or  Agencios  until  author! s«d  by 
th«  Ooporal  tfaraher  or  Diatrlct  Suparlrttardp 
•nt.     Whop  thia  authorAty  la  racelTOd  the 
amount a  are  to  be  tranaf erred  to  the 
Accountant* a  Department,   the  Branehea 
making  the  folloi«ing  entriea  :- 
"Credit  Paat  Due  Billa     • 

Debit  Zrrecorerable  Debta     I 

"Credit  Irrecorerable  Debta     | 

Debib  Accountant's  Department  I 

Jmounts  written  off  and  afterirarda  recorered 
are  to  be  credited   to  irrecoTerable  debta 
Account  and    transferred  at   the  end  of  each 
year  to  t^e  Accountant's  Department." 
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betical  order,  showing  the  residence  and  occupation 
of  each,  with  the  Manager's  remarks  and  rating  ac- 
cording to  the  cypher  in  use  throughout  the  Bank. 

170.  Two  books  may  be  kept,  one  for  parties  re- 
siding in  the  district,  and  the  other  for  parties  resid- 
ing out  of  the  district. 

B«ttnc«.  171.    The  information  upon  which  such  a  rating 

is  based  must  be  preserved  in  a  form  readily  avail- 
able, to  which  a  reference  will  be  made  in  the  Char- 
acter Book,  opposite  to  the  name  of  the  party  report- 
ed upon.  It  is  unnecessary  to  add  that  such  ratings 
should  not  be  based  solely  upon  information  derived 
from  the  Bank's  customer,  from  whom  the  name  is 
taken,  or  from  the  Mercantile  Agency,  but  as  much 
as  possible  upon  the  result  of  the  Manager's  person- 
al enquiries  in  the  district. 

Fanurc*.  172     Important  failures  should  be  immediately 

announced  by  telegram  to  the  General  Manager  and, 
if  necessary,  to  the  other  Branches  that  are  likely  to 
be  interested. 


Becord  of 
Sacurltiea. 


From  whom 
received. 


SECnSITY  BOOK. 

173.  This  book  is  intended  to  record  all  securi- 
ties lodged  in  the  Treasury,  whether  pledged  to  the 
Bank  or  held  for  safe-keeping,  showing  when  re- 
ceived and  when  returned.  Such  securities  are  held 
in  the  joint  custody  of  the  Manager  and  Account- 
ant in  the  Treasury  compartment  of  the  safe. 

174.  As  the  Bank  incurs  more  or  less  responsibil- 
ity in  connection  with  securities  received  from  the 
public  for  safe-keeping,  it  is  not  desirable  to  receive 
them  from  parties  who  haye  no  claim  upon  them. 
They 'should  be  handed  to  the  Manager  personally. 
(See  Rules  464-465.). 
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175.  Plate  chests  and  sealed  packages  received 
into  the  vaults,  should  be  enumerated  in  a  separate 
part  of  the  book,  and  a  receipt  taken  in  the  Security 
Book  when  they  are  delivered  up.  It  is  not  neces- 
sary to  enter  this  class  of  securities  in  the  Ledger 
account,  referred  to  below. 

176.  Stocks  and  shares  taken  as  collateral  for 
advances  are  to  be  placed  in  the  names,  personally 
of  the  Manager  and  Accountant —"In  trust,"  and 
when  transfers  may  be  necessary  the  Manager  and 
Accountant  should  not  be  absent  from  the  Office  at 
the  same  time. 

177.  Entries  must  be  made  in  Security  Accounts, 
for  merchandise  held  as  collateral  security. 

178.  Debit  accounts  must  be  opened  in  the  Gen- 
eral Ledger  under  the  following  headings : — 

Securities  on  Hand. 
Securities  Remitted. 


And  to  balance   these,   Credit  Accounts   must  be 
opened  under  the  headings  of : — 

Securities  received  from  London  Office. 
Securities  received  from  Branches. 
Securities  received  from  Private  Parties. 
Securities  held  against  Advances. 


QUARTEBLT  hALANCE  BOOK. 

179.  In  this  book  are  recorded  the  particulars  of 
the  balances  of  Bills  Discounted,  Collateral  Bills, 
Deposit  Receipts  and  Securities,  which  must  be 
taken  out  at  the  end  of  each  quarter. 
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OLD  BOOKS  AND  VOUCHERS. 

180.    Old  Books,  when  filed  away  in  the  vaults, 
are  to  be  divided  into  two  classes,  viz  : — 

(a)      Books  which  are  to  be  kept  an  indefinite 
time  and  never  destroyed,  such  as  the  following: — 

Share  Registers. 
Journal  Share  Registers. 
Dividend  Warrant  Books, 
Ledgers,  Individual. 
"  Savings  Bank. 

"  Branch. 

"  General. 

"  Banks. 

"  Past  Due  Bills,  with  Procedure. 

General  Balance  Books. 
Registers  of  Deposit  Receipts. 
Collateral  Bills. 
"  Advances  against  Goods  Pledged. 

"  Undischarged  Debtors. 

"  Securities. 

"  Mercantile  Credits. 

Collection  Bills  Returned. 
Treasury  Safe  Books. 
Record  of  Outstanding  Cheques. 
Receipts    for    Current    Account    and     Savings 

Department  Vouchers. 
Charges  Abstract  Books. 
Deposit  Receipt  Index  Books. 
All  Signature  Books. 
Rating  Books. 
Character  Books. 
Comparative  Statement  Books. 
Comparative  Profit  Books. 
Statement  Copying  Books, 
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Books  which 
may  be 
destroyed. 


Letter  Books,  General  Managers. 

London  Office  Secretary 

and  Manager. 

Private  Parties  and  Other  Banks 
Circular  Books. 

(b)      Books  which  may  be  destroyed  after  the 
lapse  of  ten  years,  such  as  the  following:— 
Ledgers,  Discount  Progressive. 

Discount  Progressive.  Acceptors. 
British  Bills  of  Exchange  Purchased. 
Registers.  Bills  Discounted— Local  and 

Remitted. 
British  Bills  Purchased. 
American  Bills  Purchased. 
Collection  Bills. 

Cheques  Received  and  Despatched. 
Remittances  Received  and 

Despatched. 
Letters  of  Credit. 

Drafts  (all). 

Letters  Received  and  Despatched. 
Letters  and  Parcels  Received  and 
Despatched, 
Daily  Bills  Books  (all). 

Daily  Bill  Books,  Supplementary  for  long-dated 
Bills. 

Remitted  Bills  Paid  Books,  Discounts  and  Col- 
lections. 

Records  of  B.-C.'s  Remitted  to  London  Office. 
Cash  Books. 

Supplementary. 
Waste  Books. 
Teller's  Cash  Books. 
"    •    Blotters. 
Bill  Books. 


.*&•■ 
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Notes  Specification  Book. 

Trial  Balance  Books. 
Any  Books  which  are  not  mentioned  in  either  of 
the  above  Lists  are  not  to  be  destroyed. 

181.  Vouchers  for  five  years  back  must  be  pre- 
served in  an  orderly  manner,  and  kept  in  five  sep- 
arate  boxes  or  chests,  each  box  or  chest  labeled  with 
the  year,  such  as  1903,  1904,  1905,  1906  and  1907  so 
that  they  can  be  readily  referred  to.  As  s.  on  as 
possible   after   the   middle   of  January.   1909,   the 

*  ^'iT/^'  ^^^  "^  *°  ^^^  '"^^  *^*V'  and  those 
for  1903  destroyed,  with  the  following  exceptions, 
viz : —  *^         ' 

Charges  Vouchers. 

Branch  Drafts.         > 

Bank  Money  Orders. 

Letters  of  Credit. 

Deposit  Receipts. 

Current  Account  Cheques. 

Savings  Department  Cheques, 
as  such  Vouchers  are  never  to  be  destroyed     The 
above  procedure  will  be  followed  each  successive 
year. 

182.  The  Vouchers  must  be  destroyed  in  the 
presence  of  two  Senior  Officers  (one  of  whom  is  to 
be  the  Accountant,  and  where  there  is  no  Account- 
ant, then  the  Manager),  who  must  sign  a  Certificate 
that  they  have  witnessed  the  thorough  destruction 
of  the  same,  and  this  Certificate  is  to  be  forwarded 
to  the  Superintendent  of  Branches. 

ACCOUNTS. 

CHABGES  ACCOUNTS. 

183.     Disbursements  for  improvements  or  repairs 
upon  the  Premises  must  first  be  sanctioned  by  the 
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General  Manager.  If  urgently  required  for  the 
preservation  of  the  Property,  such  improvements 
or  repairs  may  be  undertaken,  but  advice  is  to  be 
sent  to  the  General  Manager  immediately,  giving 
full  details  as  to  extent  of  such  repairs,  etc..  and 
cost  of  same. 


Aeeounti  of 
mecbaDlct. 


iMurtili.'"*  *^*-  "^'hen  alterations  or  repairs  to  the  Bank 
Premises  have  been  authorized,  the  Superintendent 
of  Branches  is  to  be  notified  as  soon  as  the  work 
h:  been  commenced,  in  order  that  a  "Builders' 
Risk  Policy  may  be  taken  out.  otherwise  the  Insur- 
ance Companies  are  not  liable  for  any  damage  or 
loss  occurring.  The  length  of  time  such  a  policy 
will  be  required  is  also  tabe  given. 

of  .«ood"  .  185.  Full  particulars  of  accounts  are  to  be  given 
(amount  of  bill,  and  nature  of  materials  or  work  for 
which  money  is  paid). 

186.  All  accounts  which  can  be  rendered  month- 
ly, especially  those  of  plumbers  and  jobbing  me- 
chanics, must  be  paid  at  the  end  of  each  month. 
The  Accountant  must  keep  a  memo,  book  for  record 
of  orders  for  work  and  approximations  as  to  time 
occupied  by  workmen.  The  accounts  must  be 
checked  from  this  book  and  initialled  by  the  Man- 
ager before  payment. 

187.  No  furniture  is  to  be  purchased  without  the 
authority  of  the  General  Manager. 

188.  No  Manager  will  be  permitted  to  make  sub- 
scriptions at  the  Bank's  expense,  without  the  auth- 
ority of  the  Court  or  General  Manager. 
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189.  If  a  "Petty  Cash"  Account  is  kept  it  should 
be  entered  in  the  General  Ledger,  so  that  the  bal- 
ance may  appear  separately  on  the  balance  sheets. 

INTEREST  AND  DISCOUNT. 

190.  All  sums  paid  or  received  on  account  of  In- 
terest and  Discount  appear  in  this  account,  and  the 
balance  must  be  transferred  to  London  at  30th  June 
and  31st  December,  adjusting  entries  being  first 
made  for  interest  due  on  outstanding  Deposit  Re- 
ceipts, Rebate  on  Current  Bills  Discounted,  and  In- 
terest on  Loans  and  Overdrafts  accrued  but  not 
paid. 

191.  A  statement  must  be  made  up  and  forward- 
ed to  the  Superintendent  of  Branches  at  the  end  of 
each  quarter  showing  the  amount  of  rebate  at  6% 
per  annum  o;i  discounted  bills  current.  The  total 
amount  of  the  rebate  is  to  be  deducted  from  the 
profits.  Actual  entries  will  only  require  to  be  made 
at  the  end  of  June  and  the  end  of  December.  The 
total  must  then  be  charged  to  "Interest  Account" 
and  credited  to  "Rebate  Account."  On  the  first 
business  day  of  the  new  half  year  the  amount  should 
be  credited  back  to  "Interest  Account." 

192.  The  amount  of  interest  accrued  on  out- 
standing Deposit  Receipts  must  be  calculated  at 
the  end  of  each  quarter  and  the  total  deducted  from 
the  profits.  Actual  entries  will  only  require  to  be 
made  at  the  end  of  June  and  the  end  of  December. 
The  total  must  then  be  charged  to  "Interest  Ac- 
count," and  credited  to  "Interest  Adjusting  Ac- 
count." On  the  first  business  day  of  the  new  half- 
year  the  amount  should  be  credited  back  to  Interest 
Account. 
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ABSTRACTS. 

193.  The  abstracts  of  Charges  Account  and  of 
the  Interest,  Commission,  and  Exchange  Accounts 
which  are  required  in  the  Annual  Return  must  be 
written  up  by  a  competent  Officer,  and  the  Account- 
ant will  state  over  his  signature  at  the  end  of  each 
Return  the  date  up  to  which  the  abstracts  have  been 
made.  The  Abstract  of  Charges  should  be  written 
up  weekly,  and  the  Abstracts  of  Exchange,  Interest 
and  Commission  Accounts  monthly.  The  Abstract 
books  must  have  the  same  headings  as  appear  in 
the  Annual  Return,  and  all  necessary  particulars 
must  be  given  in  the  General  Ledger  in  order  to 
simplify  the  writing  up  .of  the  Abstracts.  "Particu- 
lars of  Charges  Account"  will,  in  future,  be  omitted 
from  the  Annual  Return,  the  "Abstract  of  Charges 
Account"  being  retained.  The  "Particulars  of 
Charges"  will,  of  course,  still  be  written  in  detail  in 
the  Abstract  Book. 

LONDON  OFFICE  CURRENT  ACCOUNT. 
cu'toinersou  ^^'*-  ^'1  Sterling  transactions,  whether  at  short 
""'""  """•  or  long  dates,  are  debited  or  credited  at  once  to 
London  Office  Current  Account  at  the  par  of  ex- 
change; The  liabilities  of  customers  on  Sterling 
Bills  of  Exchange  purchased  must  not,  however,  for 
this  reason  be  omitted  from  the  ordinary  liability 
statements  sent  from  the  Branches,  but  must  be 
shown  in  a  total  separate  from  the  liabilities  on  In- 
land Bills,  a  special  heading  being  raised  for  the 
purpose  if  necessary. 


New  York 
"LoDdoD  Office 
DoIInr 
Account." 


1J)5.  All  items  paid  by  the  Branches  on  account 
of  Londor  Office,  drawn  payable  in  dollars,  or  which 
the  London  Office  may  instruct  the  Branches  by 
cable  or  otherwise  to  be  paid  in  dollars,  are  to  be 
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charged  to  the  New  York  Agency  for  debit  of  the 
"  London  Office  Dollar  Account"  kept  at  that  Agency, 
and  all  dollar  items  cpUected  by  the  Branches  on  ac- 
count of  the  London  Office  are  to  be  credited  to  New 
York  for  credit  of  the  "  London  Office  Dollar  Ac- 
count," with  advice  to  London  Office  in  all  cases. 
Particulars  of  such  items  charged  are  to  be  recorded 
on  debit  slips  and  included  on  the  Cash  Item  Lists 
sent  to  New  York,  and  such  items  credited  to  New 
York  are  to  be  recorded  on  Drafts  Between 
Branches  and  credited  as  such  through  the  Head 
Office  Account.  In  order  that  the  London  Office 
may  be  in  a  position  to  meet  competition,  the 
Branches  will  have  to  credit  any  premium  on  New 
York  funds  or  charge  any  discount,  when  the  same 
amounts  to  25  cents  or  over. 

196.  All  Sterling  Transfers  made  between 
Branches  must  be  advised  to  the  Court  by  both 
Branches. 

DAWaON  BBANCS. 

197.  The  rates  of  commission  for  transactions 
with  Dawson  are  as  under: — 

Baton  CoaatMlM 

■Ilowad  to  othar 

Baaks  briBctac 


Bate. 

On  Drafts  and  Letters  of  Credit 

issued  1%  Ho{l% 

On  Telegraphic  Transfers lJ4%  %  oil  Jo 

On  Drafts  and  Bills  discounted..  1% 

and  tntenat  to  date     jA  nt  ■\of^ 

198.  In  order  to  obviate  the  necessity  of  calling 
for  indemnity  bonds  in  the  case  of  lost  drafts,  the 
Branches  and  Agencies  will  in  future  when  drawing 
drafts  on  Dawson,  cross  them  "Original"  "(duplicate 
being  unpaid)"  in  red  ink,  but  the  duplicate  will 
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only  be  issued  should  original  be  lost,  and  on  ap- 
plication. Wherever  practicable  such  duplicate 
drafts,  if  applied  for,  should  be  sent  to  the  Branch 
drawn  upon,  which  will  arrange  for  payment. 
Should  any  customer  object  to  having  drafts  crossed 
as  above,  they  may  be  issued  in  the  ordinary  way, 
but  the  reason  for  such  crossing  should  be  pointed 
out.  Advice  of  the  issue  of  such  duplicate  drafts 
must  in.  all  cases  be  sent  not  only  to  the  Drawee 
Branch  but  to  San  Francisco,  Victoria  and  Van- 
couver, 

199.  As  the  mails  for  Dawson  are  still  irregular, 
copies  of  original  correspondence,  (which  is  now 
forwarded  direct,)  should  be  sent  direct  to  Dawson 
by  the  mail  leaving  say  one  week  after  the  original 
letter  has  been  despatched. 

200.  The  Dawson  Branch  will  continue  to  close 
Its  books  at  the  end  of  May  and  November. 


R6WV6 
Accuant 
In  New  York. 


NEW  TOBE. 

201.  The  Branches  of  the  Bank  in  Canada,  ex- 
cept  Dawson,  are  to  maintain  in  New  York  a  Re- 
serve Account  equal  to  25%  of  th^  amount  of  their 
Time  Deposits  and  Interest  Bearing  Current  Ac- 
counts. With  the  exceptions  noted  below,  the  New 
York  Agents  will  allow  interest  upon  this  Reserve 
Account  at  the  rate  of  one  half  of  1%  below  the  Call 
Loan  Rate  of  the  day,  but  not  in  any  case  more  than 
35^%  net.  Such  interest  will  be  credited  and  advised 
by  the  New  York  Agents  up  to  the  last  day  of  the 
second  month  in  each  Quarter. 

The  Free  Balances  of  the  undernoted  Branches  on 
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Which  the  New  York  Agents  allow  no  interest,  are 
as  follows,  viz : — 

Brandon  ^    j^oqq 

Bnntford 10,000 

^w«>«»   35,000 

Frederieton 5  qqq 

Halifax  '. ..  20,000 

Hamilton   20,000 

Kingston 5^000 

I^ndon  5,000 

Montreal  200,000 


°***'»*   $  15,000 

Quebec 10,000 

Ronland   5,000 

San  Franeiaeo 50,000 

St.  John 15,000 

Toronto  50,000 

Vancouver   15,000 

Victoria 15,000 

Winnipeg  10,000 


The  amount  of  the  Free  Balance  will  be  fixed  by 
the  General  Manager,  and  in  the  case  of  the  Dawson 
Branch  and  the  San  Francisco  Agency,  as  they  keep 
no  Reserve  other  than  a  Free  Balance,  they  will  re- 
ceive no  interest  from  the  New  York  Agents. 

202.  This  Reserve  Account  will  have  to  be  ad- 
justed as  occasion  requires,  but  no  adjustment  is  to 
be  made  for  a  sum  of  less  tha.i  $5,000,  and  larger 
Adjustments  must  be  made  in  multiples  of  $3,000 
The  Adjustments  are  tr  be  based  upon  the  balance 
Of  the  Time  Deposits  and  Interest  Bearing  Cur- 
rent  Accounts  at  the  end  of  each  month,  and  they 
must  be  arranged  for  within  the  first  week  of  the 
new  month. 

If  Sterling  Transfers  are  asked  for  in  connection 
with  the  Adjustment  of  the  Reserve  Account,  the 
New  York  Agents  will  put  them  through  at  the  de- 
mand rate  of  the  day,  but  the  Branches  may,  if  it 
suits  them,  adjust  in  Currency. 

203.    At  the  end  of  June  and  December  e_ach  year 
the  Auditors  will  require  a  hand  copy  of  the  Adjust- 
ment of  the  Balance  of  the  Reserve  Account  of  the 
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Branches  held  by  the  New  York  Agency,  which  will 
be  made  up  by  that  Agency  and  despatched  as  soon 
as  i-ossible  after  the  close  of  the  Half  Years. 

n(Tl,  ^^  °'''7'"*^  '*'"  °^  °*^'"*"''  Exchange  or 
fl  n  u""  '"  '^'°'"^^  ^*=^  York  or  elsewhere 
the  Branches  must  advise  whether  remittances  to 
cover  are  m  transitu  to  London. 

HEAD  OFFICE  BSANCH  ACCOUNT. 

205.     This  Account,  which  is  kept  in  the  General 

h.^  ^"Ji  V°    '  ^'^'''^  °'  "'=^'*'^^'  *«  »he  case  may 

be.  with  the  total  of  all  the  transactions  which  take 

place  between  the  Branches  and  Agencies  of  the 

Bank  m  Canada  or  the  United  States.     The  items 

will  be  forwarded  direct  to  the  various  Branches  in- 

terested.  and  there  will  be  no  Branch  items  debited 

or  credited  through  the  Waste  Book.   All  items  deb- 

.ted  or  credited  are  to  be  entered  in  the  Cash  Book, 

and  the  totals  only  of  each  day's  debit  and  credit 

entries  will  be  posted  to  the  Head  Office  Branch  Ac- 

count  in  the  General  Ledger. 

206.    All  cheques  despatched  are  to  be  first  en- 
tered  in  the  Cheques  Despatched  Register,  with  full 
particulars.     Those  for  each  branch  are  then  to  be 
listed  on  a  separate  slip,  which  must  be  dated  and 
bear  the  name  of  the  remitting  Branch.     A  sum- 
mary will  be  made  of  these  lists,  the  totals  of  which 
(which  must  be  certified  correct  by  the  Account- 
ant)   will  agree  with  the  total  of  the  Cheques  Des- 
patched  Register,  which  total  will  be  entered  in  the 
Cash  Book      The  individual  items  in  the  Cheques 
Despatched  Register  must  be  initialled  for  by  the 
Accountant.     All  sundry  debits,  such  as  Notarial 
Costs,  debited  by  one  Branch  to  another.  Commis- 
sion on  cheques,  and  in  the  case  of  the  Montreal 
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Branch  and  New  York  Agency,  the  proceeds  of 
Sterling  Exchange  bought,  as  well  as  all  payments 
on  account  of  The  Officers'  Widows  f.  Orphans' 
Fund  subscriptions,  dollar  payments  on  account  of 
Head  Office  for  debit  of  London  Office  dollar  account 
at  the  New  York  Agency,  and  other  payments  ad- 
vised by  the  Montreal  Branch  for  advertising,  sub- 
scriptions to  Mercantile  Agencies,  etc.,  will  be  in- 
cluded on  the  Cash  Item  Lists,  and  are  not  to  be 
charged  as  separate  items.     The  Branches  receiving 
the  Cash  Item  Lists  must  check  off  the  individual 
items  and  see  that  the  totals  are  correct,  and  in  any 
event,  the  totals  must  be  credited  in  full  as  received, 
any  error  being  at  once  corrected,  by  special  entry, 
by  the  receiving  Branch,  or  by  communicating  with 
the  despatching  Branch. 

207.  Branches  and/or  Agencies  are  to  advise  by 
telegram  when  their  remittances  and/or  Cash  items 
to  any  other  Branch  or  Agency  on  any  one  day 
amount  to  $25,000  or  over. 

vopaid  itcini.  208.  Any  unpaid  items  are  to  be  returned,  as  a 
separate  debit  entry,  and  full  particulars  of  each 
such  item  must  be  entered  in  the  Cash  Book,  and 
in  the  copy  of  the  Head  Office  Branch  Account. 
On  no  account  are  returned  items  to  be  included  in 
the  Cash  Item  Lists. 

One  toUl  only  for  Cash  Item  and  Draft  Lists 
Despatched  daily,  on  account  of  any  one  Branch,  is 
to  be  shown  in  the  Head  Office  Daily  Statement. 

The  Cheques  Despatched  Register  is  to  show  the 
names  of  the  drawers  of  each  cheque,  and  sufficient 
other  details  to  enable  a  lost  cheque  to  be  traced  if 
necessary. 
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The  smaller  Branches,  which  receive  and  despatch 
only  a  few  Cash  Item  Lists  each  day.  may  enter  the 
same  separately  in  their  Cash  Book,  but  the  larger 
Branches,  which  use  Head  Office  Form  2.  may  enier 
m  their  Cash  Book  the  totals  of  the  Cash  Item  Lists 
as  shown  in  that  form. 

209.    All  Drafts  issued  by  a  Branch  in  favour  of 
customers  or  Banks  are  to  be  advised  on  Form  147, 
and  the  total  of  each  day's  Drafts  credited  to  the 
various   Branches,   either  separately  in   the   Cash 
Book,  or  on   Head  Office   Form   2.  the  receiving 
Branch  charging  the  total  amount  on  the  day  of  re- 
ceipt and  crediting  the  same  to  their  "Branch  Drafts 
Outstanding  Account."    The  total  of  the  Lists  must 
be  checked  by  the  despatching  and  receiving  Branch 
the  latter  making  an  entry  for  the  full  amount  as 
received,  and  should  any  error  be  found,  separate 
entries  must  be  made  in  the  Account  for  the  dif- 
ference, showing  particulars,  with  prompt  advice  to 
the  Branch  concerned.     (See  Rule  118). 

210.     "Drafts    Between    Branches"   drawn   upon 
Form   117-E  need  not  be  advised  by  the  issuing 
Branch,  nor  put  through  the  "Branch  Drafts  Out- 
standing Account"  by  the  receiving  Branch.      The 
issuing  Branch  will  credit  such  Drafts  to  the  Branch 
drawn  upon  in  their  Head  Office  Branch  Account  as 
"Collection  Drafts."  and  the  receiving  Branch  will 
debit  them  as  "Collection  Drafts."    "Drafts  Between 
Branches"  are  to  be  used  in  remitting  for  Discounts 
or  Collection  Bills  received  from  other  Branches- 
for  advising  proceeds  of  bills  remitted  by  other 
Banks,  to  one   Branch,  for  the  credit  of  another 
Branch;  proceeds  of  Sterling  Exchange  sold  on  ac- 
count of  a  Branch  by  either  the  Montreal  Branch  or 
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the  New  York  Agency;  payments  for  credit  of  the 
London  Office  Dollar  Account  at  the  New  York 
Agency,  and  any  other  sundry  credits  which  may 
originate  at  a  Branch. 

211.  Payments  are  divided  into  three  classes, 
viz:  Telegraphic  Payments,  Letter  Payments,  and 
Payments  on  account  of  a  Credit.  Telegraphic  Pay- 
ments are  to  be  credited  by  the  Branch  issuing  the 
same  on  the  day  the  transaction  takes  place,  and 
debited  by  the  Branch  receiving  the  advice,  to  the 
issuing  Branch,  on  the  date  of  receipt.  On  no  ac- 
count is  a  debit  entry  for  such  a  payment  to  be  held 
over  until  the  Payee  calls  for  the  money,  but  the 
amount  is  to  be  placed  to  the  credit  of  the  Payee, 
with  advice,  should  he  keep  an  account  at  the' 
Branch ;  but  if  he  keeps  no  account  with  the  Bank, 
then  to  a  Manager's  Account  in  the  Individual 
Ledger,  with  advice.  Telegraphic  Payments  will 
always  appear  as  separate  entries  in  the  Head  Office 
Branch  Account,  and  must  be  specified  as  "Tele- 
graphic Payments." 

Letter  Payments  will  also  appear  as  separate  en- 
tries in  the  Head  Office  Branch  Account,  under  the 
heading  of  "Letter  Payments,"  and  are  to  be  ad- 
vised in  the  Branch  letters  and  the  paragraph  coun- 
tersigned by  the  Accountant.     (See  Rule  422). 

Payments  on  account  of  a  Credit  may  be  included 
in  the  Cash  Item  Lists,  but  if  entered  separately  in 
the  Head  Office  Branch  Account,  they  must,  like  all 
payments,  be  so  specified,  in  order  that  the  Head 
Office  Department  may  know  when  to  expect  a  re- 
sponding entry. 

212.  Remittances  are  to  be  entered  separately 
and  must  show  the  number  and  nature  of  the  Re- 
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mittance,  that  is,  whether  Sundry  Notes,  Legal  Ten- 
ders, or  Notes  of  this  Bank.  As  far  as  possible.  Re- 
mittances are  not  to  be  outstanding  at  the  end  of 
any  month,  particularly  at  the  end  of  June  and 
December,  and  in  the  case  of  the  Dawson  Branch, 
at  the  end  of  May  and  November. 

213.     Entries  on  account  of  "Notes  held  on  ac- 
count of  Montreal"  are  to  be  made  in  the  Head  Office 
Account  at  debit  or  credit  of  the  Montreal  Branch, 
and  must  show  the  denominations  of  the  Notes. 
Form  109-A  is  to  be  used  when  depositing  Notes  of 
this  Bank  in  the  Treasury,  and  must  be  entered 
as  a  separate  debit  entry  in  the  Head  Office  Branch 
Account.      Form   108-B  will   be  used  when  with- 
drawing Notes  from  the  Treasury,  and  must  also 
be  used  as  a  separate  credit  entry  in  the  Head  Of- 
fice Account,  the  forms  being  enclosed  in  the  branch 
letter  to  Montreal,  without  further  advice,  which 
Branch  will  use  them  as  Vouchers  for  their  Cash 
Book.     As  far  as  possible,  no  entries  on  account  of 
Notes  of  the  Bank  are  to  be  outstanding  at  the  end 
of  June  and  December,  or,  in  the  case  of  Dawson, 
May  and  November.     Special  care  must  be  taken 
that  all  Note  entries  are  promptly  advised  on  the 
day  that  the  transaction  takes  place,  but  no  entry 
on  account  of  "Notes  held  oja  Montreal"  should  bo 
made  for  a  sum  less  than  $2,000.     The  balance,  with 
specification  of  the  notes,  of  "Notes  oja  Montreal" 
account  is  to  be  shown  on  each  voucher  sent  by  a 
Branch    to    the    Montreal    Branch,    for    instance: 
$5,000—5,  $2,000—10,  $2,000—20,  balance  $9,000. 

Branches  taking  Notes  out  of  the  Treasury  for 
despatch  to  other  Branches,  or  putting  Notes  into 
the  Treasury  received  from  other  Branches,  wiP  not 
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use  the  forms  mentioned  above,  but  will  merely  send 
advice  of  such  transactions  to  the  Branches  inter- 
ested and  the  Montreal  Branch,  by  letter,  as  such 
entries  will  not  affect  the  Head  Office  Branch  Ac- 
count. 

coupont.  214.     Coupons  are  not,  on  any  account,  to  be 

charged  as  Remittances  through  the  Head  Office 
Branch  Account,  but  must  be  treated  as  Remitted 
Bills. 

toS?Iuoi«i  215.  Branches  must  not  allow  funds  to  accumulate 
to«ca«ui.w.  at  the  debit  of  the  Head  Office  Branch  Account,  but 
when  not  needed  for  immediate  requirements,  such 
funds  must  be  transferred  to  London  Office  by  the 
purchase  of  Sixty  Days'  Sight  Exchange  through 
the  Montreal  Branch  if  the  funds  have  been  remitted 
to  Montreal,  and  through  the  New  York  Agency  if 
the  funds  have  been  remitted  to  that  point.  If  it  is 
absolutely  necessary  to  pass  a  transfer,  advice  by 
letter  of  which  cannot  reach  a  Branch  before  the 
end  of  the  Half  Year,  the  transfer  may  be  put 
through  as  a  separate  entry,  and  the  proceeds  tele- 
graphed to  the  Branch  interested.  Should,  how- 
ever, any  such  transfer  be  outstanding  at  the  end 
of  the  Half  Year,  the  Branches  will  quote  the  ster- 
ling amount  and  rate  of  exchange  in  addition  to  the 
dollars. 

TOw^b?**  216.  Unless  otherwise  requested,  balances  of 
bS^  $2,000  and  over,  due  to  Head  Office,  will  be  covered 
by  the  Montreal  Branch.  If,  however,  a  Branch  ' 
will  be  in  a  position  to  cover  its  Overdraft  within  a 
day  or  two,  a  statement  to  that  effect  must  be  made 
on  the  copy  of  the  Head  Office  Account  of  that  day, 
over  the  Manager's  initials,  and  each  subsequent 
day  until  the  Overdraft  is  covered. 
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Ser?H^*^'  217.  Orders  for  the  sale  or  purchase  of  Sterling 
StI'SKc*?'^  Exchange  are  to  be  given  direct  by  the  Branches  to 
«  dir«,.  the  Montreal  Branch,  but  a  note  of  such  orders  must 
be  recorded  on  the  Head  Office  Daily  Statement 
over  the  Manager's  initials.  Sterling  Transfers  are  to 
be  advised  to  the  London  Office  by  both  Branches, 
and  no  transfers  are  to  be  outstanding  at  the  end  of 
June  and  December,  or.  in  the  case  of  the  Dawson 
Branch,  May  and  November. 

218.     On   Head   Office   Fofm   1   at   the   smaller 
Branches,  and  Head  Office  Form  1.  2  or  2-A  as  the 
case  may  be,  at  the  larger  Branches,  the  copy  of  the 
Head  Office  Branch  Account,  as  appearing  in  the 
Cash  Book,  is  to  be  sent  by  tue  first  mail  after  the 
close  of  business  daily,  under  separate  cover,  ad- 
dressed to  'The  Accountant  to  the  General  Man- 
ager's Office,  The  Bank  of  British  North  America 
Montreal,  P.  Q.,"  which  Forms  are  to  be  the  only 
ones  to  be  sent  direct  to  that  Officer.     All  other  cor- 
respondence in  connection  with  the  Head   Office 
Branch  Account,  and  all   replies   to   Head   Office 
Form  3,  are  to  be  sent  direct  to  the  Superintendent 
of  Branches.     In  writing  out  the  daily  copy  of  the 
Head  Office  Account,  the  name  of  the  Montreal 
Branch  must  come  first,  Toronto  second,  and  the 
other  Branches  in  alphabetical  order,  with  the  ex- 
ception of  the  New  York  Agency,  which  is  to  come 
last.     The  copy  must  agree  in  all  particulars  with 
the    Cash    Book    entries    of    the    same    day,    and 
the    totals    must    agree    with    the    totals    posted 
in  the  General  Ledger.     The  Ledger  balance  of  that 
account  must  be  correctly  extended,  and  the  balance 
carried  into  the  Head  Office  Daily  Statement  as 
"Balance  Due  to  Head  Office,"  or  "Balance  Due  by 
Head  Office,"  as  the  case  may  be. 
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219.  All  alterations  in  the  accounts  are  to  be  in- 
itialled by  the  Signini^  Officer,  and  in  the  event  of 
an  error  having  been  made  in  any  copy  of  account 
already  despatched  to  Head  Office,  corrected  copies 
for  the  day  on  which  the  error  occurred,  and  subse- 
quent days,  if  any,  are  to  be  sent  forward  without 
delay,  and  reversing  entries,  if  any,  must  show  the 
date  of  the  original  entry. 

220.  All  copies  of  the  Head  Office  Daily  Account 
and  Supplementary  Lists  which  accompany  it,  arc 
to  be  certified  as  correct  by  the  Accountant,  or,  at 
Branches  where  there  is  no  regularly  appointed  Ac- 
countant, by  the  Manager,  by  the  use  of  the  words 
"Certified  Correct,"  over  their  signature,  and  the 
Officer  so  signing  will  be  held  responsible  for  the 
correctness  of  the  Statement,  in  every  detail.  Offi- 
cers certifying  to  the  correctness  of  these  accounts 
must  satisfy  themselves  that  the  account  is  correct 
in  every  particular,  before  being  despatched. 

221.  In  the  event  of  any  item  or  items  debited 
through  the  Head  Office  Account  by  one  Branch 
to  another,  being  lost  in  the  mails,  the  debiting 
Branch  is  to  reverse  its  entry  and  debit  the  amount 
to  its  Past  Due  Bill  Account,  until  such  time  as 
duplicates  of  the  lost  items  have  been  procured. 

222.  An  adjustment  of  the  Head  Office  Branch 
Account  is  to  be  made  up  monthly  by  the  Account- 
ant to  the  General  Manager's  Office,  and  at  the  end 
of  June  and  December,  a  copy  of  the  Adjustment, 
certified  to  by  that  Officer,  is  to  be  forwarded  to  the 
Secretary.  In  the  case  of  the  Dawson  Branch  Ac- 
count, the  balances  and  entries  as  at  the  end  of  May 
and  November  will  be  taken  into  account. 

In  order  that  the  Auditors  may  have  no  difficulty 
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w  Oj,««,d.n.  «n  deciding  under  which  heading  in  the  Bank's  Gen- 
eral  Balance  Sheet  the  various  items  shown  in  the 
Adjuftment  as  outstanding  between  the  Branches 
ought  to  be  placed,  care  must  be  taken  to  see  that 
sufficient  information  is  given  on  the  Head  Office 
Daily  Statement  against  all  items  which  are  likely 
to  be  outstanding  at  the  end  of  June  and  Decem- 
ber  (May  and  November  as  regards  the  Dawson 
Branch),  in  order  that  the  Half  Yearly  Adjustment  ' 
sent  to  the  London  Office  may  show  the  nature  of 
the  Items  perfectly  clear.     Generally  speaking,  out- 
standing items  may  be  placed  under  the  followine 
heads :—  * 

Bills  Discounted,  which  includes  totals  of  Cash 
Item  Lists  and  Checues  returned. 

Drafts,  including   Draft   Lists  and   Collection 
Drafts. 

Circulation,  which  includes  outstanding  entries 
(if  any),  for  Notes  of  this  Bank  only. 

Sundries,  which  include  Payments,  whether  ad- 
vised by  Letter  or  Telegraph. 
In  the  case  of  a  remittance  appearing  in  the  Ad- 
justment, it  must  be  clearly  defined,  viz:   whether 
Notes  of  this  Bank,  Legal  Tender  Notes.  Gold,  or 
sundry  Notes  (Notes  of  other  Banks),  etc. 

Should  any  London  Office  Transfers  appear  in  the 
Half  Yearly  Adjustment,  the  Sterling  amount  and 

!"!    r?  „   ^^'''^"^^    """'^  ^*^  ^"°t«^'  '"  addition  to 
the  Dollar  amount. 

223.  In  connection  with  the  Head  Office  Ac- 
count, no  Branch  is  permitted  to  take  advantage  of 
opportunities  which  may  be  presented  under  this 
arrangement,  by  entering  into  special  transactions 
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E^hSnte       —particularly  in  New  York  funds  — to  secure  a 
Purewpand  profjt  fQ^  jjggjf^  ^^  ^j^^  expense  of  the  Montreal 

Branch  (the  Clearing  Branch),  or  at  the  expense  of 
any  other  office  of  the  Bank.  Any  Branch  buying 
New  York  drafts  with  surplus  funds  which  are  in- 
tended to  be  remitted  to  the  London  Office,  must 
give  instructions  to  the  New  York  Agents  to  buy 
Sterling  Exchange  on  its  account,  and  likewise  if 
the  funds  are  being  drawn  from  the  London  Office, 
the  Sterling  Exchange  must  be  sold  in  New  York, 
when  the  Branch  is  drawing  on  New  York  for  the 
amount.  On  the  other  hand,  if  the  funds  are  re- 
mitted to  Montreal,  the  Sterling  Exchange  must  be 
purchased  through  the  Montreal  Branch,  and  if 
drafts  are  drawn  on  Montreal,  the  Sterling  Ex- 
change must  be  sold  in  Montreal.  In  any  case,  any 
Branch  requiring  to  either  buy  or  sell  Sterling  Ex- 
change through  the  New  York  Agents  or  the  Mont- 
real Branch,  must  give  instructions  to  that  effect 
direct  to  the  New  York  Agents,  or  the  Montreal 
Manager,  and  these  instructions  must  be  recorded 
on  the  bottom  of  their  Daily  Statement  to  the  Head 
Office,  giving  the  date  and  the  amount  which  is  to 
be  bought  or  sold. 


The  above  instructions  do  not  prevent  any  Branch 
from  entering  into  special  operations  for  the  pur- 
chase or  sale  of  New  York  funds,  so  long  as  such 
transactions  are  either  covered  by  the  Branch  itself, 
or  through  some  other  Branch,  at  the  market  rate 
of  the  day. 


New  York 
drafts  and 
remittances. 


The  Branches  are  to  show  at  the  foot  of  their 
Head  Office  Daily  Statement,  the  total  amount  of 
their  daily  drafts  on  or  remittances  to  New  York — 
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Zt  Iwt  b««ii  d«eld«d  tluit.   m  futtiY*,   tli«  Branohts 
irtXl  *•  drtit#d  or  erodit«d,for  tholr  trariBctlo- 
IB  V««  York  osohanco.ifi  tlio  ratot  quotod  in  tho 
•ot  adTloo  of  rotoo  roeoitrod  ^y  th»  op  tho  dato 
tho  trancactlona  occur,     ?*»«»« «,   thoroforo,   oaneo 
tho  Qonoral  Uanagor*t  Clror  iar  Se.i^>16  of  Maroh 
26t]|.in8,   and  otthttituto    Ih^i  folic: 'Aug, Tia; 
Paragraph  ro  .3,  Rulo  22S,Bcv-jy  of  C5.rcular  InotruoU 
ions  haa  ^oer  amdnded  to  road  :-  ' 

"Tho  Branohea  are  to  oho1•,a^   tha  foot  of   tna  Hoad  ^ 
•Offieo  Saily  Statoaort.    the  total  amount  of  th^ii 
"dally  dfafta  on, and  tho  total  amount  of  their 
"daily  ronittances  to,TIo%  Tork  It  Sar  Fr&reioco,al 
•tho  ^Sjil^^  **»•  Ifttoat  adTioo  of  ratoa  rocolTOd 

"Tho  Accountant's  Dopartaont  i»ill  dohlt  or  «J«Ji 
"oach  Branch  the?   exchange  on  any  dlffererco  hot- 
•tho  drawings  and  reBittancea  ir  oxoeaa  of  5o.O 
"at  the  rate  of  the  latest  adriee  rooolTod  by  t 
"Branchea  or  Agencleo.ot  the  date  the  tranaacti 
"wont  through.  ^    :  .  t 

SXt  io  to  he  distinctly  understood  that  exehangt 
•nill  be  calculated  on  the  transgctlono  of  oach 
•day, and  the  Branches  will  not  be  permitted  to  of 
"•ot  a  ■orios  of  tranaacti one  on  conaecutlTO  dayt 

m  the  case  of  any  apeclally  Urge  tranojo^ 

whore  the  J:rarch  has  rot  proridec  coTor  it  will  & 
nooosoary  to  telegraph  to  tho  Montreal  Branch  fof 
tho  rate  at  4  which  the   transaction  can  be  covorf 

It  will  otill  be  noecsoary  to  telegraph  Wo«J 
York, in  accordance  with  Rulo  »o.  121,  ^on  •'f*^^ 
on  thorn  for  $20,000.00  or  oror,  unlooo  coTor  ha«| 
boon  roBittod.  I 
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ir^l  K  '.°"'"'  °"'y  °^  '^^""^  amounting  to 
$5,000  each,  and  over.  The  Montreal  Branch  will 
charge  or  credit  each  branch  the  exchange  on  these 
transactions  at  the  market  rate  ruling  in  Montreal 
on  the  date  of  receipt  of  the  Head  Office  Statement 
or  on  receipt  by  them  of  advice  by  telegraph  of  any 
special  large  transactions. 

The  New  York  and  San  Francisco  Agencies  will 
pursue  a  similar  course  with  reference  to  their 
drafts  on  or  remittances  to  the  Branches  in  Canada 


CLEARING  HOUSES. 

224.     Returned  Clearing  House  items  are  to  be 
charged  to  an  Individual   Ledger  Account  called 
Clearing  House  Items  Returned." 

Kr«r  sHp.  225.     Clearing  House  error  slips  are  to  be  signed 

by  both  the  Manager  and  Accountant,  or  Officer 
authorized  to  sign  as  such.  In  no  case  must  the 
1  eller  be  allowed  to  sign  such  slips. 

Veriacatlon  of         go/;       t,.        ^    ^   , 

p*ymeu«.  226.     The  total  amount  sent  into  the   Clearine 

House  must  be  compared  by  the  Manager,  with 
the  total  payments  received  by  the  Teller. 

227.  The  Officer  examining  the  Teller's  Cash 
must  see,  on  the  following  morning,  that  the  Clear- 
ing House  settlement  is  correct  by  verifying  the 
total  payments  received  by  and  from  the  Clearing 
House  with  the  total  of  the  items  appearing  in  the 
Tellers  Blotter,  allowing  for  any  items  which  may 
have  been  added  from  the  letters  received  in  the 
morning. 
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13'°"^  r.  ^?'    ^*  Branches  where  the  deposits  with  other 

•^  •         Banks  arfe  made  and  received  through  the  Clearing 

House,  the  same  procedure  as  regards  counting 

sealmg  and  delivery  laid  down  in  Rule  241  must  b^ 

followed. 


Settlement  of 
Balances. 


BANKS. 
229.     Balances   due   to  the   Bank   on   daily  ex- 
<  hanges  must  be  settled  each  day  unless  authority 
s  received  from  the  General  Manager  to  allow  them 
to  stand  over. 


Bxamlnatlon 
of  Cash 
defined. 


Teller's 
Casb  Box. 


CASH. 

230.  The  responsibility  for  the  whole  cash  rest- 
ing upon  the  Manager,  the  term  "examine"  when 
applied  to  it  must  be  considered  to  imply  such  an 
investigation  as  would  satisfy  him  that  there  could 
not  be  a  deficiency  of  $100  in  the  Teller's  cash,  when 
placed  in  the  vault  at  the  close  of  the  day. 

231.  The  Teller's  cash  box  must  have  two  locks, 
one  key  to  be  kept  by  himself,  the  other  by  the  ex- 
amining officer,  who  will  see  the  box  deposited  in 
the  safe  at  the  close  of  his  examination.  The  Teller 
must  see  his  cash  box  taken  out  of.  and  deposited 
in,  the  safe. 


private  cash.  232.  No  Teller  must  on  any  account  put  his  own 
money  into  any  receptacle  containing  the  Bank's 
cash;  should  he  do  so,  no  claim  for  such  private 
money  will  be  allowed  under  any  circumstances. 

TTr-r/JS.  233.  Any  deficiency  in  the  Teller's  Cash  may,  if 
necessary,  be  charged  to  Cash  Short  Account,  but 
must  be  reported  to  the  General  Manager,  even 
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thougrh  the  Teller  should  at  once  make  good  the 
amount.  Eve-y  means  must  be  employed  to  trace 
such  deficiency  on  the  evening  of  the  day  on  which 
the  mistake  occurs,  and  the  entry  in  Cash  Short  Ac- 
count must  be  made  not  later  than  the  following 
morning. 


Si)ri>liiii  In 
Teller's  casli. 


234.  The  balance  of  a  Tellers  Cash  Short  Ac- 
count is  to  be  transferred  to  the  Branch  to  which 

•  he  may  be  removed.     If  a  shortage  is  not  found,  the 
feller  must  pay  up  by  monthly  instalments,  but 
no  balance  at  his  credit  in  Risk  Account  must  be 
transferred  to  Cash  Short  Account  without  author- 
ity from  ii.e  General  Manager. 

235.  Any  surplus  in  the  Teller's  cash  must  in 
like  manner  be  credited  to  Cash  Over  Account,  and 
reported  upon  in  the  same  way  as  with  Cash  Short. 

For  the  purposes  of  record,  Managers  must  advise 
the  General  Manager  of  the  full  particulars  of  all 
errors,  which  have  been  discovered,  and  which  ne- 
cessitate credits  to  cash  short-account  and  debits  to 
cash  over-account. 


••c.,.ovcr-         236.     "Cash  Over"  and  "Cash  Short"  are  General 
icc'ounti'"""    Ledger  Accounts,  and  must  appear  in  Returns  under 
Sundry  Accounts. 


Toiler-,  tox.  237.  No  officer  shall  enter  the  Teller's  box  except 
the  Manager.  The  door  of  the  box  shall  be  made  to 
close  with  a  spring  and  have  a  spring  lock  opening 
outside  with  a  key. 

238.     When  a  Teller  leaves  his  box  temporarily, 
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an  officer  must  stand  in  front  of  the  box  outside  the 
counter,  and  must  overlook  the  box  during  the 
Tellers  absence.  For  further  safety  it  would  be 
well  for  the  officer  to  be  armed. 

239.  When  the  Teller  is  handing  over  his  cash  to 
another  officer  he  must  remain  in  the  box  while  it  is 
being  counted.  The  officer  taking  over  must  sign 
the  blotter  as  evidence  of  having  found  the  cash 
correct.  In  case  of  emergency,  where  the  Teller 
cannot  be  present,  a  notary  must  be  called  in  to 
witness  the  counting. 


•tionofcMb.  -*"•  ^"  conducting  his  daily  examination  of  the 
cash  in  the  hands  of  the  Teller,  the  Manager  should 
check  it  off  with  the  Teller's  blotter,  his  initials  ap- 
pearing as  evidence  of  his  having  done  so. 


Parcel*  for 
other  Baiikfi 
and  for 
Express 
Company  or 
Post  Office. 


oncer  to 
be  armed. 


241.  The  parcels  of  notes  and  cheques  to  be  de- 
posited with  other  Banks  each  morning  must  be 
counted  by  another  officer  besides  the  Teller,  and 
sealed  up  in  the  presence  of  both  of  them.  They 
are  then  handed  to'  the  officer  and  messenger  mak- 
ing the  deposits  at  other  Banks,  who,  carrying  them 
in  a  satchel  with  a  chain,  deliver  the  parcel  at  each 
Bank,  receiving  an  acknowledgment  for  the  same, 
and  later  on  bringing  back  the  proper  receipt  in 
words  and  figures  in  the  Pass  Book.  This  book 
shall  then  be  examined  by  the  Teller  to  see  that  the 
correct  sum  is  credited.  Deposits  made  by  other" 
Banks  must  be  checked  by  two  officers,  and  the 
Accountant  shall  enter  them  to  their  credit  in  the 
Pass  Books  from  the  vouchers  to  be  handed  him  by 
the  Teller.  The  Officer  accompanying  the  Messen- 
ger, when  carrying  Bank  parcels,  Balances  after  Set- 
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tiements,  or  parcels  to  the  Express  Go's.  Office, 
or  Post  Office,  must  be  armed  with  a  revolver.  The 
two  must  be  in  sight  of  each  other  from  the  time 
they  leave  the  office  until  they  return.  When  the 
Messenger  is  not  sent,  two  officers  must  attend  to 
the  above  instructions. 

242.  The  Manager  will  see  that  the  cash  in  the 
hands  of  the  Teller  does  not  increase  beyond  the 
amount  required  for  the  reasonable  daily  needs  of 
the  business  of  the  Branch.  Any  balance  over  and 
above  that  amount  must  be  transferred  to  the  Treas- 
ury. 

243.  Branches  will  keep  reserves  of  specie  and 
legal  tenders  equal  to  one-third  of  their  immediate 
liabilities,  but  unless  otherwise  instructed  the  total 
reserves  are  not  to  exceed  40%  of  immediate  lia- 
bilities. 


froportlon  of 

Pomlnloa 

Note* 


244.  The  proportion  of  Domin-oi;  Notes  to  the 
total  Cash  Reserves  must  never  be  allowed  to  fall 
helow  50%  If  at  any  time,  through  an  unforseen 
demand.  Dominion  Notes  are  reduced  below  that 
proportion,  the  General  Manager  must  be  advised 
by  telegraph,  in  order  that  the  difference  may  be 
adjusted  in  Montreal. 

The  Branches  must  avoid  the  possibility  of  the 
average  amount  of  Reserves  during  the  month  being 
less  than  the  amount  held  oh  the  last  day  of  the 
month. 


I?«r^e^nnd         -^^-     The  rescrvc  supply  of  cash  at  the  Branch 

«*nritiei..        ^„^  ^]^^  Securities  must  be  kept  in  the  joint  custody 

of  the  Manager  and  Accountant  in  the  treasury  com- 


■■f*. 


Tmmry 
compartmeot. 


Dall7 

■Utement. 


It»inltt<nce« 
of  tbi( 
Bank'*  notei. 


partment  of  the  safe.  In  order  to  definitely  fix  the 
responsibility  no  officer  who  has  charge  of  the 
Treasury  cash  or  Securities  is  allowed  to  absent 
himself  without  handing  over  the  same  to  another 
officer,  who  must  count  over  in  detail  and  sign  the 
Treasury  Book,  changing  the  combination  and  for- 
warding the  new  combination  to  the  General  Man- 
ager's  office  or  to  some  other  Branch,  according  to 
instructions  in  force. 

246.  The  safe  must  not  be  opened  except  in  the 
presence  of  all  of  the  officers  responsible  for  the  con- 
tents. Immediately  after  the  Teller's  cash  and  the 
bills  required  for  the  day's  business  have  been  given 
out  in  the  morning  the  safe  must  be  closed  ard  the 
combinations  thrown  off.  Should  it  be  necessary 
to  open  the  safe  during  the  day  the  same  procedure 
must  be  followed.  The  Treasury  compartment  must 
never  be  opened,  remain  open,  or  be  closed,  unless 
all  the  officers  holding  safe  combinations  or  keys 
giving  access  to  it  are  present. 

247.  In  order  to  ensure  the  correctness  of  the 
statement  of  the  Bank's  circulation  sent  to  the  Gov- 
ernment the  tellers  must  be  careful  to  sort  out  every 
note  of  this  Bank  at  the  close  of  each  day  so  that  it 
may  show  as  "On  hand"  in  the  Daily  Statement. 

248.  In  order  to  avoid  the  trouble  and  expense  of 
the  Montreal  Branch  covering  Accounts  of  Branches 
that  appear  to  be  overdrawn,  through  remittance  of 
this  Bank's  notes  to  another  Branch,  the  despatch, ag 
Branch  will,  in  future,  simply  debit  "Notes  held  ac- 
count Montreal"  (advising  Montreal  Branch  of  the 
denominations  of  the  notes  and  the  name  of  the  re- 
ceiving Branch)  the  receiving  Branch  crediting 
"Notes  held  account  Montreal"  if  notes  are  to  go 
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into  the  Treasury,  otherwise  crediting  Montreal 
Branch  and  covering  account  where  necessary,  ad- 
vising Montreal  Branch  in  either  case.  The  des- 
patching Branch  will  see  that  remittances  are 
promptly  acknowledged  by  the  receiving  Branch. 
Before  granting  applications  from  other  Banks  or 
outside  parties  to  be  supplied  with  this  Bank's 
Notes,  the  matter  must  be  referred  to  the  General 
Manager  or  Superintendent  of  Branches. 

249.  All  the  expenses  connected  with  movement 
of  the  new  issues  of  the  Bank's  notes,  expressage, 
insurance,  etc.,  are  to  be  debited  to  the  Montreal 
Branch  and  advice  sent  in  time  to  reach  Montreal 
before  the  close  of  each  quarter. 

250.  Tellers  must  gum,  not  pin  together,  torn 
notes. 

251.  When  unsigned  notes  are  held  at  the 
Branches  it  will  be  necessary  to  distinguish  between 
the  unsigned  and  the  signed  notes  in  the  Weekly 
Statements  of  Assets  and  Liabilities,  as  well  as  in 
the  Fortnightly  Balance  Sheets.  This  is  made  ne- 
cessary by  the  By-laws  of  the  Canadian  Bankers' 
Association  and  the  Managers  must  be  careful  to 
see  that  it  is  strictly  carried  out. 

252.  A  record  of  the  old  Branch  Note  Account 
must  be  kept  at  each  Branch,  showing  the  daily 
amount  of  old  Branch  notes  in  circulation,  which 
will  be  copied  into  the  Government  Statements. 
This  will  be  a  memo-record,  and  will  not  appear  in 
the  Ledgers,  Balance  Sheets,  or  other  Statements. 
In  order  that  each  Branch  may  show  the  exact  daily 
amount  of  its  old  notes  in  circulation.  Managers 
will  send  to  other  Branches  by  registered  mail,  in- 
sured, on  date  of  receipt,  any  old  notes  of  those 
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Branches  which  may  be  redeemed  by  the  Tellers. 
In  the  Weekly  Statement  of  Assets  and  Liabilities 
the  Old  Note  Circulation  need  not  be  considered  as 
an  immediate  liability. 

253.  Unissuable  notes  must  be  cancelled,  speci- 
fied, and  remitted,  in  accordance  with  the  instruc- 
tions given  on  the  printed  card  supplied  to  the 
Branches,  for  the  safe  keeping  of  which  Accountants 
are  held  responsible. 

254.  According  to  Section  72,  sub-section  2,  of 
the  Bank  Act,  Mutilated  Notes,  whether  of  the 
Dominion  of  Canada  or  of  Chartered  Banks,  are  not 
to  be  paid  out.  It  will  ^be  necessary  for  the  Tellers 
to  exercise  care  not  to  pay  out  sucn  notes,  and  they 
must  also  be  careful  not  to  refuse  Dominion  Notes 
offered  by  other  Banks  unless  they  undoubtedly 
come  under  the  meaning  of  the  Bank  Act,  in  which 
they  are  described  as  "torn  or  partially  defaced  by 
excessive  handling."  Mutilated  Dominion  Notes 
need  not  now  be  sent  to  Ottawa  for  redemption. 
They  are  legally  redeemable  only  at  the  place  at 
which  they  are  stated  to  be  payable,  in  accordance 
with  the  Act  respecting  Dominion  Notes,  but  any 
Assistant  Receiver  General  will  usually  redeem  all 
mutilated  Dominion  Notes  which  may  be  presented 
to  him,  irrespective  of  where  they  may  be  payable. 

255.  Mutilated  Notes  of  this  Bank  must  be  sub- 
mitted to  the  General  Manager  or  Superintendent 
of  Branches  before  being  cashed. 

256.  When  Counterfeit  Notes  come  into  the  pos- 
session of  the  Bank,  the  word  "Counterfeit"  must 
be  written  several  times  across  the  face  of  the  note 
in  red  ink,  allowing  the  ink  to  soak  well  into  the 
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paper.     It  has  been  found  that  impressions  made  by 
a  rubber  stamp  can  be  obliterated. 

257.     A  record  must  be  kept  of  the  large  legal 
tender  notes  issued  for  the  use  of  Banks  only  which 
come  into  the  possession  of  the  Bank.     This  record 
must  show  the  following  particulars  :— 
Date  received. 
Number. 
Denomination. 
From  whom  received. 
By  whom  held  (i.e.,  by  the  Teller,  or  in  the 

Treasury). 
Date  paid  out. 
To  whom  paid'out. 
The  Accountant  must  see  that  the  outstanding 
notes  in  the  Register  agree  with  the  notes  on  hand 
at  the  time  of  each  fortnightly  balance. 

258.  All  remittances  despatched  by  a  Branch 
must  be  made  up,  specified  and  recorded  by  the 
Teller.  They  are  numbered  consecutively,  a  sep- 
arate set  of  numbers  being  used  for  each  Branch. 
They  are  then  counted  by  the  Accountant  and  a 
clerk,  (or  where  the  work  of  the  office  would  be  dis- 
organized by  the  Accountant  being  so  employed, 
by  two  senior  clerks)  who  initial  the  book  contain- 
ing the  specification,  seal  up  the  parcel  and  see  that 
a  receipt  be  got  from  the  Express  Company,  or  Post 
Office.  EACH  of  the  officers  who  count  the  con- 
tents and  seal  up  the  parcels  must  be  able  to  testify 
on  oath  to  the  contents. 

259.     All   remittances  of  currency   intended   for 
transmission  in  the  mails  are  to  be  tied  tightly  be- 
fore wrapping  and  are  then  to  be  carefully  wrapped 
in   linen-lined  wrappers,  or  linen  or  other  strong 
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woven  material,  again  strongly  tied  or  stitched  after 
wrapping,  and  sealed  at  points  of  closing. 

260.  A  special  seal,  kept  by  the  Accountant,  is 
to  be  used  by  him  for  Remittances,  and  it  is  desir- 
able that  in  impressing  the  wax,  the  seal  should  al- 
ways be  made  to  read  in  one  way,  so  that  the  officer 
could  afterwards  identify  it  as  made  by  himself. 

261.  The  Manager  must  see  that  the  Remittance 
is  duly  advised  and  acknowledged. 

262.  All  remittances  received  must  be  counted 
by  two  officers  before  being  handed  to  the  Teller, 
each  of  whom  must  be  able  to  testify  on  oath  to  the 
contents,  as  in  the  case  of  remittances  despatched. 

263.  It  is  desirable  'as  far  as  possible  to  avoid 
sending  remittances  from  one  Branch  to  another 
which  cannot  arrive  at  their  destination  on  or  be- 
fore the  last  day  of  the  month. 

264.  When  Gold  requires  to  be  made  up  for 
transmission  from  a  Branch,  in  addition  to  being 
counted,  each  bag  should  be  carefully  weighed,  and 
the  weights  advised.  Coins  of  different  denomina- 
tions should  be  kept  separate  as  far  as  possible. 

265.  When  Gold  is  received  from  a  Branch,  it 
should  be  weighed  immediately,  before  being  placed 
in  the  Treasury  or  sent  to  the  Receiver  General's 
Office. 

266.  Silver  coin  must  be  counted  when  received, 
and  made  up  in  bags  according  to  the  denomina- 
tions, the  same  as  with  gold. 

267.  A  money  parcel  should  never  be  refused 
when  tendered  by  the  Post  Office  or  Express  Com- 
pany, but  before  giving  a  receipt  for  any  remittance 
the  seals  should  be  carefully  examined. 
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26k  Remittances  of  Notes  and  Securities  may 
be  sent  by  registered  mail  insured  under  the  Bank's 
Open  Policies  upon  the  following  conditions  :— 

REMITTANCES  BETWEEN  POINTS    IN    CANADA 
AND  POINTS  IN  CANADA, 

AND  BETWEEN  POINTS  IN  CANADA  AND  POINTS 
IN  THE  UNITED  STA  TES. 

269.  Shipments  of  Currency,  bank  or  legal  ten- 
der notes,  shall  not  exceed  $25,000  in  each  registered 
package  and  not  more  than  $50,000  from  any  one 
Branch  in  one  mail. 

270.  The  packing  and  sealing  of  the  package  con- 
taining the  property  insured  shall  be  witnessed  by 
two  senior  clerks,  one  of  whom  shall  have  charge  of 
same  until  deposited  and  registered  at  the  Post 
Office. 

271.  The  latter  part  of  the  above  clause  must  not 
be  understood  as  canceling  the  existing  rule  of  the 
Bank  that  remittances  must  be  taken  to  the  Post 
Office  by  two  officers. 

272.  Remittances  by  registered  mail  from  Can- 
ada to  the  United  States  must  be  made  up  in  enve- 
lopes, otherwise  they  are  liable  to  be  sent  to  the 
Dead  Letter  Office  or  opened  by  the  Customs  au- 
thorities. 

273.  All  shipments  made  by  the  Bank  are  cov- 
ered, whether  between  the  Branches  and  Agents  or 
between  the  Branches  and  other  parties,  and 
whether  mentioned  on  the  schedule  of  rates  or  not. 

274.  Securities  to  any  amount  may  be  sent  in 
one  parcel,  if  necessary,  but  when  practicable  they 
should  be  sent  in  lots  of  not  more  than  $50,000. 
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iiSSJJt«*'  275.  The  numbers  of  Bank  Legal  Tenders  and 
any  other  notes  of  $500  each  or  upwards  must  be 
recorded. 

rtSiSrttito..  276.  Xo  particulars  of  securities  are  insisted 
upon  but  the  Insurance  Company  expect  the  Bank 
to  have  some  records  which  would  help  them  to 
identify  any  lost  Securities. 

277.  In  case  of  loss,  the  Company  would  require 
a  sworn  declaration  from  the  officer  or  officers  who 
put  up  the  parcel  as  to  its  contents,  and  a  sworn  dec- 
laration from  the  messenger,  or  messenger  and 
clerk  who  took  the  parcel  to  the  Post  Office,  to  the 
effect  that  they  delivered  the  parcel  to  the  Post 
Office  authorities  exactly  as  they  received  it. 

278.  Insurance  on  Remittances  sent  by  regis- 
tered mail  as  above  is  effected  under  an  Open  Policy 
with  the  Marine  Insurance  Company.  The  Branches 
are  supplied  with  blank  declaration  forms  which  are 
to  be  used  in  making  returns  of  remittances  insured. 
These  returns  are  to  be  sent  every  Saturday  to  the 
Montreal  Branch  with  advice  of  credit  of  premiums. 

279.  The  rate  of  premium  which  have  been  ad- 
vised to  the  Branches  and  Agencies  must  be  consid- 
ered as  strictly  confidential. 

REMITTANCES  BETWEEN  POINTS  IN  CANADA  AND 
POINTS  IN  THE  UNITED  KINGDOM. 

280.  The  instructions  laid  down  above  for  des- 
patching remittances  within  Canada  and  the  United 
States  will  also  apply  to  Remittances  between  Can- 
ada and  the  United  Kingdom. 

281.  Advice  of  despatch  of  remittances  must  be 
sent  on  the  same  day  to  the  London  Office.  The 
premiums  credited   quarterly,  except   for  separate 
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amounts  of  £5,000  or  over,  or  when  total  for  quarter 
reaches  £10,000,  in  which  cases  the  Statement  is  to 
be  forwarded  to  London  Office  immediately  and  the 
premiums  credited. 

282.  Cable  advice  to  the  London  Office  will  only 
be  necessary  for  declarations  of  insurance  of 
£20,000  or  over  on  negotiable  and  non-negotiable 
.securities. 

"'rt^f""**^       283.     Should  it  come  to  the   knowledge  of  the 
Baoki.  Manager  at  any  time  that  other  Banking  Institu- 

tions are  receiving  more  favourable  rates,  advice 
must  be  sent  to  the  General  Manager. 
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284.  In  the  event  of  any  claim  arising  under  the 
Bank's  Open  Policies,  the  Branch  concerned  should 
telegraph  direct  to  the  General  Manager. 

VAULTS  AND  SAFES. 

285.  When  it  is  necessary  to  have  these  exam- 
ined or  the  locks  cleaned,  the  work  must  be  done  by 
a  person  duly  authorized  by  the  General  Manager, 
unless  a  capable  and  trustworthy  local  man  is  avail- 
able. Travelling  Agents  of  Safe  Makers  must  be 
refused  permission  to  inspect  the  vault  or  safe. 

COMBINATIONS. 

286.  In  setting  combinations  officers  must  avoid 
numbers  running  by  tens,  but  should  select  mixed 
numbers  with  a  difference  of  anything  over  13  be- 
tween any  two  consecutive  numbers. 

287.  After  a  new  combination  has  been  set  it 
should  be  tried  several  times  before  the  door  is 
closed  and  the  lock  thrown  off. 

288.  .  Combination  numbers  must  be  written  in 
C3rpher,  using  the  words  in   the   General   Cypher 
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Code,  and  placed  in  the  special  envelopes  provided 
for  the  purpose,  which  must  be  sealed  with  the  offi- 
cer's private  seal  and  enclosed  in  outer  envelopes, 
and  then  forwarded  by  registered  mail  to  the  office 
of  the  Superintendent  of  Branches,  or  to  some  other 
Branch,  according  to  instructions  in  force.  In  order 
to  avoid  defacing  the  seals  the  back  of  the  inside 
envelope  must  be  placed  against  the  front  of  the 
other.  These  instructions  must  be  carried  out  by 
the  officer  himself  and  the  envelope  must  be  posted 
by  him  in  person, 

289.  Book  safe  combinations  must  be  known 
only  to  such  officers  as  the  General  Manager  may 
sanction.     They  must  not  be  known  by  Messengers. 

290.  In  the  absence  of  an  officer  holding  a  com- 
bination particulars  of  his  numbers  must  be  given 
only  to  the  Manager,  under  seal ;  and  the  safe  must 
be  opened  and  the  cash  and  securities  for  which  he 
is  responsible  counted  in  the  presence  of  a  Notary. 

291.  Should  it  become  necessary  to  obtain  num- 
bers sent  to  another  Branch,  a  telegram  must  be 
sent  to  the  Superintendent  of  Branches,  who  will 
obtain  the  numbers  and  forward  them. 

292.  The  keys  for  changing  combination  num- 
bers of  all  locks  at  the  Branch  must  be  kept  in  the 
Treasury,  and  the  officers  in  charge  of  the  Treasury 
must  see  that  they  are  replaced  there  immediately 
after  they  have  been  used. 

293.  When  combinations  are  sent  to  or  received 
from     another     Branch,     the     Superintendent     of  ' 
Branches  must  be  immediately  advised. 

294.  Officers  forwarding  combinations  must  see 
that  they  are  promptly  acknowledged. 
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TttFiet'"  295.  Combinations  must  not  be  heedlessly  record, 
ed  in  any  place  of  false  security  or  in  any  manner 
which  Plight  allow  of  their  becoming  known  to  any- 
one outside  the  holder. 
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296.  In  locking  the  safes  and  vaults  each  officer 
must  throw  off  his  own  lock  and  turn  his  own  key, 
and  should  also  try  the  other  locks  to  make  sure 
that  they  have  been  thrown  off. 

297.  When  new  combinations  are  sent  for  safe 
keeping  to  the  office  of  the  Superintendent  of 
Branches,  or  to  another  Branch,  the  previous  com- 
binations must  be  described  and  recalled.  When 
recalling  combinations  the  paragraph  recalling  same 
must  be  countersigned  by  the  Officer  whose  com- 
bination is  being  recalled. 

298.  The  Managers  must  see  that  officers  when 
setting  combinations  do  so  in  accordance  with  the 
printed  card  of  instructions  and  thoroughly  under- 
stand the  working. 

299.  Combination  locks  must  be  cleaned  at  least 
once  a  year,  and  the  date  on  which  they  were  last 
cleaned  must  be  stated  in  the  Annual  Return.  After 
the  locks  have  been  cleaned,  the  combination  num- 
bers must  be  changed. 

LOANS  AND  DISCOUNTS. 

300.  Loans  to  Churches  and  Professional  men 
are  undesirable.  .  ' 

301.  Drafts  between  Branches  of  the  same  house 
are  not  to  be  encouraged,  and  without  special  au- 
thority should  only  be  taken  at  short  date  and  for 

_  small  amounts. 

K.W  .ecouBU.       302.     The  Manager  is  expected  to  report  any  new 
account  to  the  General  Manager,  suggesting  a  limit 
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Within  which  advances  are  to  be  restricted,  but  in 
the  meantime,  should  the  customer  be  deemed  de- 
sirable and  the  account  promise  to  be  safe  and  prof- 
Jtable,  an  advance,  not  to  exceed  $2,000,  mav  be 
made,  provided  this  limit  has  not  been  modified  by 
special  instructions,  but  particulars  must  be  for- 
warded to  the  General  Manager.  A  marginal  ex- 
planatory note  is  to  be  made  on  the  Statements 
when  any  new  temporary  advance  is  made  of  an 
unusual  or  accommodation  nature. 

303.  "Manager's  Discount"  accounts  are  not  to 
be  opened,  and  all  discount  accounts  must  have 
limits  authorized. 

304.  Special  advanced,  or  advances  to  casual 
customers,  or  to  customers  of  other  Banks,  should 
as  a  rule  be  avoided,  unless  the  authority  of  the 
General  Manager  is  first  obtained.  This  does  not 
apply  to  customers  of  the  Bank  to  whom  casual 
advances  have  been  made  and  approved  of  in  the 
past. 

305.  Before  making  advances  to  Municipalities: 
Cities,  Towns  or  Incorporated  Companies,  a  copy  of 
their  By-laws  must  be  submitted  to  the  Bank's  So- 
licitor, in  order  to  ascertain  what  their  borrowing 
powers  are  and  what  person  or  persons  have  powe*^ 
to  bind  the  Corporation  or  Company  by  their 
official  acts.  Advice  is  to  be  sent  to  the  General 
Manager  when  this  has  been  done,  and  his  authority 
procured  before  any  advances  are  made. 

306.  The  name  of  any 'customers  who  are  known 
to  be  speculating  must  be  reported  at  once  to  the 
General  Manager. 

307.  Accounts  l.ased  upon  accommodation  paper 
must  not  be  opened  without  special  authority,  and 
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where  such  paper  is  authorized  or  required  to  be  re- 
newed,  the  person  who  signs  as  security  should  lie 
required  to  sign  as  maker,  or  the  note  should  be  dis- 
counted for  the  accommodation  endorser,  who 
should  sign  the  receipt  for  the  proceeds  in  the  pres- 
ence  of  an  officer  of  the  Bank,  and  the  officer  should 
mitial  the  slip  as  witness. 
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309.  When  a  limit  is  assigned  to  any  account,  it 
is  understood  that  it  is  only  to  be  continued  so  long 

^  as  It  is  considered  safe  or  convenient  by  the  Bank, 
and  Managers  will  include  in  their  Annual  Reports 
on  business  a  list  of  discount  limits,  with  their  re- 
marks and  recommendations  (and  reasons  therefor) 
so  that  the  limits  may  be  revised  once  a  year. 

310.  In  cases  where  limits  are  exceeded,  explana- 
tions should  be  given  by  Managers  in  Statements. 

311.  Limits  are  to  be  regarded  as  the  extreme 
point  to  which  the  Court  desire  an  account  to  run 
permanently,  but  from  time  to  time,  as  occasion  may 
arise.  Managers  will  be  at  liberty  to  discount  busi- 
ness paper  in  excess  of  the  limit  for  temporary  pur- 
poses only— 10  @  15%  above  the  limit  would  be 
considered  a  reasonable  excess,  and  one  or  two 
months  a  reasonable  time.  Should  the  borrower 
desire  to  exceed  the  limits  of  amount  or  time,  au- 
thority must  be  obtained  from  the  General  Man- 
ager. Managers  should 'satisfy  themselves  as  to 
the  temporary  nature  .f  the  excess  and  the  source 
from  which  repayment  is  expected  to  be  made. 
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312.  Branch  Managers,  as  soon  as  they  receive 
Annual  Balance  Sheets  of  their  customers,  are  to 
forward  a  copy  of  the  same  to  the  General  Manager, 
and  to  the  Court,  arranged  as  follows,  viz  :— 

BALANCE  SHEET— 31  DECEMBER,  1907. 
James  Brown  4'  Sons,  Agricultural  Implement,,  Winnipeg. 

ASSETS. 

Merchandise  on  hand  (completed  implements) $177,124.85 

Merchandise  on  hand  (raw  material) eiog;  20 

Accounts  Receivable \\  IIS.SW.M 

Bills  Receivable  219,924,71 

Cash  on  hand  and  in  Bank "  g  305  ,'02 


Total  liquid  Assets $382,441.71 

Real  Estate  (as  per  Statement)  141  723.40 

Machinery,  Tools,  Patterns,  etc 201,'349!5l 

Office  Furniture  and  fittings 9720.06 

Stock  in  Brown  Implement  Co 1200.00 


$936,434.68 


\ 


LIABILITIES. 

Due  to  Bank  Of  Winnipeg $240,000.00 

Accounts  Payable     33         ^^ 

^•"'  ^•'y»'>'«  7,000.00 


Totjil  liabilities,  exclusive  of  mortgages  e.n  Real 

/^^"^ 270.440.91 

Mortgages  payable  (as  per  Real  Estate  Statement) .     15,000  00 

Surplus,  31  Dec.,  1906 $581,743.46 

Profit8,1907 69,230.31 


.Surplus,  m  Dec.  1007 650,993.77 

$936,434.68 
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Partner*: 
Jul  Brown 
O.  Henry  Brown 
Alex.  Brown 


SALES,  1907,  $545,873.00 


Inrarance  on  BuiltHnga $  93,000 

"         on  Machinery,  tools,  Pat- 

"  terns,  etc 147,000 

•'         on  Stock 160,000 


$402,000 
STATEMENT  OF  REAL  ESTATE 

AS  SHOWN  IN 

B.ilanee  Sheet  of  31  December,  1907.— Jag.  Brown  <f-  Sons. 

I 

Value.       Mortgage. 
$2,000 


4,300 
1,300 


Real  Estate     .Sec.      7—2.1-4  VV2 $  13,300 

Set-.     10— 2»— S  W2 11 ,573 

Sec.     18—27—2  W2 16,000 

Fort  William— Main  St 4,000 

Frankford  farm  .600  acres  11,900 

Marquette  farm  .700  acres..  12,650 

Garry  St g^'ooo             *".".' 

' '  Warehouse — 

Main  St.,  Winnipeg 67400.40      7,000 


$141,723.40  $15,000 


Advance!*  for  > 
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313.  When  advances  granted  for  the  operations 
of  one  season,  have  not  run  off  before  advances  for 
the  next  season  require  to  be  made,  a  separate  ac- 
count is  to  be  opened  for  the  subsequent  season's 
business.  This  rule  also  applies  to  the  accounts  of 
iui^iciiiiiue,  P*'*«'  Towns,  and  Municipalities,  where  advances 
have  been  made  in  anticipation  of  Taxes,  or 
otherwise. 
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J14     Bills  offered  for  discount  with  the  condition 
No  Protest"  can  only  be  taken  from  good  custom- 
ers, who  must  siOT  the  form  of  waiver  of  protest 
furnished  by  the  Bank. 

315.  Discount  accounts  should  not  as  a  rule  be 
opened  with  parties  living  at  a  distance  from  the 
Branch,  or  who,  from  proximity  of  residence  would 
more  naturally  transact  their  business  at  another 
Branch  of  the  Bank,  or  even  at  another  Bank;  and 
bills  with  country  names  should  be  taken  cautiously. 

316  When  loans  get  into  a  stagnant  condition 
and  have  to  be  repeatedly  renewed,  or  when  ad- 
vances  are  granted  affording  no  collateral  advan- 
tage, an  extra  rate  of  interest  should  be  charged  to 
compensate  for  the  special  character  of  the  trans- 
actions. 

not**""  317.     Owing  to  the  diversity  of  opinions  held  by 

authorities  in  regard  to  the  Statute  of  Limitations 
as  applied  to  Demand  xXotes.  it  is  considered  advis- 
able to  draw  notes,  whether  discounted  in  the  regu- 
ar  course  of  business  or  held  as  a  continuing  col- 
lateral  security,  at  "one  day  after  demand"  instead 
of  on  demand."  This,  however,  does  not  preclude 
the  taking  of  Demand  Notes,  provided  such  notes 
are  not  allowed  to  run  over  five  years  from  date, 
the  hmit  held  by  some  authorities  as  the  time  of 
prescription. 


Term  of 
cradlra. 


ADVANCES  AGAINST  MERCHANDISE. 
318  Applications  for  advances  against  Produce 
must  be  submitted  to  the  General  Manager  before 
the  opening  of  the  season,  and  such  advances  will 
only  be  approved  of  if  made  for  the  movement  of 
produce  to  market.  They  should  be  repaid  as  soon 
ta 
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as  sales  can  be  effected,  as  it  is  contrary  to  the  prac 
tice  of  the  Bank  to  permit  merchandise  against 
wh.ch  It  has  made  advances  to  be  held  for  a  rise  in 
price. 

319.  The  legitimate  Produce  advances  usually 
take  one  or  other  of  two  forms,  viz:  Drafts  upon 
houses  m  Montreal  or  elsewhere  against  shipments 
of  I'roduce,  with  or  without  the  security  of  the  Pro- 
duce as  arranged,  or  Local  Notes  upon  the  security 
of  vVarehouse  Receipts  or  Bills  of  Lading,  or  Forms 
of  Security. 

320.  Advances  against  VVarehouse  Receipts  must 
be  made  with  great  care  and  under  the  following 
restrictions :  ^ 

L     Only  to  parties  in  whom  the  Bank  has  full 
confidence. 

II.  Warehouse  Receipts  can  only  be  accepted 
when  issued  by  Warehouse-keepers,  PUBLICT  V 
KNOWN  AND  ESTABLISHED  AS  SUCH  Th^ 
Warehouseman  must  have  no  interest  in  the  ad- 
vances. His  character  and  standing  should  be  ap- 
proved of  and  reported  upon. 

in.  Advances  on  Receipts  of  Warehouse-keep- 
ers whose  Warehouses  are  at  an  undue  distance 
from  the  Branch  must  be  discouraged  as  much  as 
possible. 

IV.  The  goods  must  be  regulariy  hypothecat- 
ed against  the  advances  in  the  form  provided  by 
the  Bank ;  and  Insurance  must  be  effected  in  the 
Banks  name,  or  the  Policy  assigned  absolutely  to 
the  Bank.  In  order  to  avoid  difficulty  in  having  to 
apportion  the  loss  on  various  items  covered  by  a 
Fire  Insurance  Policy  in  case  of  loss.  Managers 
should,    where    possible,    when    taking    Fire    In- 
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surance  Policies  from  customers  on  goods  ad- 
vanced upon,  see  that  the  clause  making  the  loss 
payable  to  the  Bank  does  not  contain  the  condition 
"as  their  interest  may  appear."  The  loss,  if  any, 
should  be  made  payable  to  the  Bank  absolutely. 

V.  Satisfactory  margin,  according  to  the  lo- 
cality and  nature  of  the  advance  and  the  state  of  the 
markets,  must  be  required,  and  the  power  of  sale 
promptly  exercised  if  margin  be  not  maintained. 

VI.  When  advances  are  made  upon  the  secur- 
ity of  goods  in  bond  it  is  advisable  to  take  the  extra 
precaution  of  having  the  goods  transferred  on  the 
books  of  the  Custom  House  to  the  order  of  the 
Bank.  Otherwise  difficulty  may  be  experienced  in 
obtaining  possession  of  them  should  it  become  ne- 
cessary to  exercise  the  power  of  sale. 

VII.  Before  making  advances  against  Railway 
Receipts  the  Bank  should  have  actual  proof  that  the 
goods  are  in  the  possession  of  the  Railway  Com- 
pany. 

VIII.  Every  opportunity  should  be  taken  to  as- 
certain the  existence,  quality  and  quantity  of  goods 
advanced  upon.  If  the  character  of  the  merchandise 
is  such  that  it  would  not  be  possible  for  an  officer  of 
the  Bank  to  check  it,  arrangements  should  be  made 
'  tor  an  independent  inspection  by  some  party  con- 
versant with  the  nature  of  the  goods,  but  such  in- 
spection should  not  be  made  by  any  person  in  any 
way  connected  with  the  owners  of  the  property. 
Any  expense  involved  in  such  inspection  should  be 
borne  by  the  borrowers. 

IX.    Any  irregularity  in  connection  with  goods 
hypothecated  to  the  Bank  must  be  promptly  report- 
as 
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ed  to  the  General  Manager,  and  searchingly  inves- 
tigated and  rigorously  treated. 

X.  In  order  that  the  Bank  may  be  in  a  posi- 
tion if  necessary  to  establish  its  claim  before  a  Court 
of  Law  to  g'oods  hypothecated  as  security  for  ad- 
vances, it  is  essential  that  the  marks  on  the  mer- 
chandise, or  other  means  of  identification,  as  for  in- 
stance particular  locality  in  the  warehouse,  etc., 
should  be  specified  on  the  Warehouse  Receipt  or 
Form  of  Security,  and  copied  exactly  in  the  Letter 
of  Hypothecation. 

321.  The  Branches  will  also  specify  on  the  form 
sent  to  the  Supt.  of  Branches  containing  particulars 
of  advances  against  merchandise,  under  the  heading 
"Description,  quantity  and  value  of  goods,"  the 
marks  or  other  means  of  identification  mentioned 
in  the  Warehouse  Receipt  or  Form  of  Security  and 
copied  on  the  Letter  of  Hypothecation  by  which  the 
Bank  could  if  necessary  establish  its  claim  to  the 
goods.  In  cases  where  the  property  could  not  be 
identified  the  words  "not  identifiable"  must  be  en- 
tered in  red  ink. 

322.  The    Bank    does    not    make    advances    on 
Form  of  Security"  under  Section  88  of  the  Bank 

Act  except  to  customers  who  would  be  considered 
good  for  the  amounts  without  such  security.  Such 
advances  must  not  be  made  without  special  author- 
ity from  the  Court  or  General  Manager. 

323.  Where  advances  are  made  against  mer- 
chandise, in  order  that  there  may  be  no  question 
raised  as  to  the  fact  of  actual  advances  having  been 
made,  the  proceeds  should  be  credited  to  a  No  2 
account.  They  must  not  be  used  to  pay  off  prior 
advances,  or  applied  to  a  Current  Account  which 
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is  overdrawn  at  the  time.  Receipts  from  sale  of 
goods  will  create  a  credit  balance  in  ordinary  ac- 
count, and  these  funds  cjan  then  be  applied  to  pay 
off  the  oldest  note  running  against  Form  of  Secur- 
ity. The  notes  should  if  possible  be  made  payable 
on  demand  or  one  day  after  demand. 

024.  The  ♦'Form  of  Security"  is  not  intended  to 
cover  advances  on  goods  which  are  not  the  produce 
of  Canada,  unless  such  goods  are  for  use,  by  the  bor- 
rower, as  raw  material  in  his  business  as  a  manufac- 
turer, as  for  example,  raw  cotton,  leaf  tobacco,  etc. 

Givese^SrUy."  ^25.  Advances  must  not  be  allowed  to  run  on 
indefinitely  against  a  "Promise  to  Give  Security" 
only.  This  "Promise  to  Give  Security"  serves  only 
a  temporary  purpose  and  simply  legalizes  the  tak- 
ing of  the  Security  at  a  period  subsequent  to  the 
making  of  the  advance ;  it  does  not  constitute  the 
security  itself,  which  should  be  taken  as  soon  as  pos- 
sible after  making  the  advance. 

326.  Owing  to  difficulty  of  identification,  it  is 
well  to  avoid  taking  Form  of  Security  over  speci- 
fically mentioned  goods,  e.g.,  "10,000  bushels  wheat" 
— "  400  bales  raw  cotton,"  except  in  cases,  and  they 
will  be  unusual,  where  goods  under  Section  88,  can 
be  set  apart  and  kept  distinguishable  from  sur- 
rounding  goods  of  a  like  character,  the  Bank  makes 
it  a  rule  to  take  Form  of  Security  in  which  the 
goods  are  mentioned  as :— "  all  the  wheat,"  "  all  the 
lumber,  logs,  etc.,"  "  all  the  cotton,  etc.,"  and  then 
for  information,  to  get  from  time  to  time,  an  inven- 
tory in  rough  detail  of  the  stock  o'n  hand  and 
covered  by  the  pledge. 
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LOANS. 

S..  cu^^!»T^"  ^^l  ^*'"^'"*'  ^""^^^  *"^  '■"  ^^"^  Balance 
bheet  Loans  must  be  divided  into  "Call  and  Short 
Loans"  and  "Time  Loans." 

ci.«mc«tion  328.  Loans  made  to  anyone  against  goods,  or 
made  to  private  parties  against  Stocks  and  Bonds 
are  not  considered  as  "Call"  loans,  although  so 
named.  Only  Call  loans  made  to  Brokers  against 
Stocks  and  Bonds  are  to  be  shown  on  the  Balance 
Sheet  under  that  heading.  In  the  Government 
Statement,  however,  all  Call  and  Short  Loans 
agamst  Stocks  and  Bonds  are  to  be  entered  under 
Assets  Nos   12  and  13. 


AutborixatloD. 
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OVERDBAFia. 

329.  Current  Accounts  are  not  to  be  overdrawn 
witho«t  the  authority  of  the  Manager,  or,  in  his 
absence,  of  the  Accountant,  who  must  iniHal  each 
cheque  before  it  is  marked  by  the  Ledger-keeper. 

Managers  should,  wherever  possible,  discourage 
borrowing  by  way  of  overdraft. 

330.  Except  in  cases  where  authority  has  been 
given,  overdrafts  must  not  be  allowed,  except  for 
strictly  temporary  purposes,  and  they  should  be  re- 
duced to  as  low  a  point  as  possible  at  the  end  of 
each  month,  and  at  the  end  of  each  Half  Year  every 
effort  must  be  made  to  have  as  few  overdrawn  ac- 
counts as  possible. 

331.  Information  regarding  Overdrafts  (reasons, 
term,  date  of  granting,  security  held,  rate)  must  be 
given  in  the  weekly  Financial  Statements  and 
Monthly  Returns,  in  the  Manager's  handwritini?  or 
over  his  initials.      Every  overdraft,  however  small, 


Bllli  of 
Branch 

HOUMS. 


must  be  shown  in  the  Weekly  Statement  of  Assets 
and  Liabilities,  with  the  rate  of  interest  charged. 
The  words  "Temporary."  or  "Casual."  should  never 
be  entered  against  an  overdraft  which  runs  from 
week  to  week. 

STEELINO  BILLS  OF  EXCHANGE. 
332.     Sterling  bills  drawn  by  Branch  houses  in 
America  upon  the  parent  firm  in  Britain,  are  not  to 
be  purchased  without  special  authority. 

ttaml^  333.     Bills  drawn   upon   houses  out  of   London. 

Hrovucw        should  be  sent  direct  to  the  Bank's  correspondents 

for  acceptance,  except  where  the  Court  have  ordered 

otherwise. 

piWenr,.  33*-  B'"5  sent  direct  to  the  Paris  Agents  can  be 
endorsed  to  them  and  British  stamp  duty  thereby 
avoided. 

IndiS^mrnt  ^^^-  ^"  demand  bills  of  Exchange  and  cheques 
on  D«».nd  remitted  to  London  Office  are  to  bear  the  follow- 
ch^ST  ""* '"?  form  of  stamped  endorsement,  viz. : 

Remitted  for  Collection  from 
The  Bank  of  British  North  America 

Branch 

to 

The  Bank  of  British  North  America. 
London.  England. 

336.  Time  bills  forwarded  to  Loudon  Office  must 
not  be  stamped  with  the  above,  but  endorsed  over 
to  the  order  of  the  Bank. 
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337. 


A  difference  of  at  least  1-20  of  1  per  cent, 
should  be  made  in  purchasing  bills  payable  in  Scot- 
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land,  to  cover  the  commission  of  one  shilling  per 
cent,  charged  by  the  Scotch  Banks. 

338.  The  fate  and  due  date  of  bills  drawn  after 
sight  will  alone  be  advised  to  Branches  by  the  Lon- 
don office  in  future. 

It  does  not  appear  to  be  generally  understood  by 
the  Branches  that  bills  falling  due  in  England  on 
Sunday  are  payable  on  Saturday.  With  regard  to 
Bank  Holidays  other  than  Good  Friday  and  Christ- 
mas Day,  bills  are  payable  the  day  after,  and  the 
two  cases  mentioned  above,  the  day  previous ;  in  the 
case  of  Christmas  Day  falling  on  Monday,  payment 
is  made  on  the  previous  Saturday. 

It  is  well  also  to  mention  that  Bills  drawn  at  three 
days'  sight  or  under,  only  require  one  penny  stamp 
for  any  amount. 

339.  It  is  desirable  that  Bills  of  Lading  attached 
to  Sterling  Bills  of  Exchange  purchased  be  drawn  to 
the  shipper's  order  and  endorsed  in  blank. 

340.  Disbursement  bills  should  be  avoided  as 
much  as  possible  and  only  bought  from  strong  en- 
dorsers. 

341.  Coupons  sent  to  the  London  Office  are  not 
to  be  entered  as  Demand  Bills  of  Exchange  but  are 
to  be  listed  and  put  through  as  Time  Bills  of  Ex- 
change Purchased. 

342.  Bills  of  E>  change  purchased  by  Branches 
and  Agencies  must  on  no  account  be  re-sold. 

343.  British  stamp  duty,  at  the  rate  of  Is.  per 
£100,  will  be  charged  quarterly  to  the  Branches 
by  the  London  Office,  and  by  them  to  their  respec- 
tive exchange  accounts. 

no 
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344.  When  Bills  of  Exchange  are  returned  un- 
paid, they  must  be  debited  at  once  to  "Sterling  Bills 
of  E.\change  Returned,"  or  to  Past  Due  Bill  ac- 
count and  shown  in  the  Past  Due  Bill  Lists,  and  the 
Court  should  be  immediately  advised  of  the  pros- 
pects of  recovery  from  the  Drawer  or  Endorser. 

345.  In  remitting  Sterling  Bills  of  Exchange  Pur- 
chased to  the  London  office,  it  is  necessary  to  sep- 
arate the  "Demand  and  Due  Bills,"  from  the  "Time" 
or  "Undue  Bills,"  keeping  a  separate  set  of  num- 
bers for  each  description.  Country  cheques  and 
Demand  Bills  not  payable  in  London  must  be  listed 
among  the  "Time"  or  "Undue  Bills."  as  three  days 
are  taken  for  their  collection  by  our  London  bank- 
ers. On  the  other  hand  "Date  Bills"  payable  in 
London,  the  maturity  of  which  will  be  reached  on 
or  before  their  arrival  in  England,  are  to  be  listed 
amongst  the  "Demand  and  Due  Bills." 

BILLS  DISCOUNTED. 

346.  All  bills  discounted  must  be  initialled  by 
the  Manager. 

347.  Informal  or  altered  bills  must  not  be  dis- 
counted, and  it  is  desirable  to  avoid,  as  far  as  pos- 
sible, bills  signed  with  a  mark. 

348.  Bills  due  on  Sundays  and  holidays  are  pay- 
able on  the  following  day  in  the  Dominion,  and  dis- 
count should  be  charged  accordingly. 

349.  Bills  due  locally  should  be  taken  over  by  the 
Manager  as  frequently  as  possible,  and  at  least  once 
a  week,  each  bill  being  initialled  for  separately. 

350.  The  case  containing  the  Manager's  bills 
should  be  kept  in  the  safe,  and  not  be  allowed  to 
remain  in  his  office,  unless  while  actually  in  use. 
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351.  Notices  of  the  maturity  of  Local  Bills  dis- 
counted, Collateral  Bills  on  Hand,  and  Bills  for  Col- 
lection from  Branches  are  to  be  forwarded  to  all  ac- 
ceptors or  promissors,  and  on  no  account  are  such 
notices  to  be  handed  to  a  customer  to  be  mailed. 

352.  In  no  case  must  the  proceeds  of  bills  dis- 
counted be  handed  to  an  officer  of  a  Company,  but 
they  must  be  placed  to  the  credit  of  the  Company's 
account  and  drawn  against  by  cheque  in  the  regu- 
lar course  of  business. 

This  procedure  also  applies  to  individuals  and 
firms.  If,  however,  any  of  the  above  require  the 
proceeds  to  be  handed  to  them  without  fir&t  being 
passed  to  their  credit,  the  amount  is  to  be  credited 
to  a  Manager's  Accourt  in  the  Current  Account 
Ledger,  and  a  Manager's  cheque  given  for  the  pro- 
ceeds payable  to  the  order  of  the  individual,  firm  or 
Corporation. 

BILLS  FOB  COLLECTION. 

353.  The  Accountant  must  see  that  all  bills  for 
collection  received  through  the  mail  are  duly  en- 
tered in  the  Collection  Bills  Register.  For  this  pur- 
pose he  should  collect  the  letters  received  each  day, 
satisfying  himself  by  reference  to  the  number  en- 
tered by  the  Manager  in  the  Letters  Received  Book 
that  he  has  them  all,  and  should  then  call  them  over 
with  the  Collection  Bills  Register. 

354.  Bills  paid  or  returned  must  be  initialled  for, 
in  the  Register,  by  the  Teller,  or  the  Correspond- 
ence Clerk,  before  bills  on  hand  are  taken  over  bv 
the  Manager. 

355.  Bills  due  locally  should  be  taken  over  by  the 
Manager  as  frequently  as  possible,  and  at  least  once 
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a  week.  The  Manager  must  initial  for  each  bill  sep- 
arately and  must  see  that  those  bills  that  he  does  not 
receive  have  been  duly  initialled  for  by  the  Teller  if 
paid,  and  by  the  Correspondence  Clerk  if  returned. 

356.  When  a  Collection  Bill  is  paid  in  cash  to  the 
Messenger,  the  cash  must  be  handed  to  the  Teller 
and  a  memorandum  of  the  payment  given  to  the  Col- 
lection Clerk,  who  will  enter  the  bill  in  the  Daily 
Bill  Book  and  see  that  the  Teller  initials  for  it. 

357.  Bills  should  not  be  taken  for  collection  from 
strangers  unless  a  remunerative  commission  is  ob- 
tained, and  written  particulars  should  be  obtained 
from  parties  handing  them  in. 

358.  When  bills  are  received  for  acceptance  or 
collection  accompanied  by  Bill  of  Lading  or  Ware- 
house Receipt,  the  documents  are  not  to  be  given 
up,  unless  specially  authorized,  before  payment  of 
the  bills.  Instructions  should  accompany  the  trans- 
mission of  such  documents  in  every  case. 

359.  When  a  collection  bill  is  returned  unpaid,  or 
unaccepted,  to  a  customer,  a  receipt  must  be  taken 
in  the  Book  kept  for  the  purpose. 

360.  Where  a  bill  is  received  for  collection  from 
another  Branch  or  Agency  of  the  Bank,  upon  a  party 
unknown  at  the  Branch  or  known  to  be  weak,  this 
should  be  reported  to  the  T'anager  of  the  Branch 
from  which  the  bill  was  received. 


Remittances  in  payment,  or  advice  of  pay- 
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tion  should  be  sent  on  the  day  the  payment  is  re- 
ceived, and  unpaid  items  should  be  promptly  re- 
turned.     Drafts  issued  in  payment  should,  as  far 
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M  possiDle  be  drawn  on  some  central  point,  such  as 
Montreal.  Toronto.  Winnipe,?.  or  Vancouver. 

362.  Collections  must  not  be  returned  with  the 
answer  that  the  drawee  cannot  be  found,  until  every 
effort  has  been  made  to  find  out  the  address  of  the 
drawee,  which  can  often  be  ascertained  from  the 
Mercantile  Rating  books,  from  Telephone  Registers, 
and  on  enquiry  at  the  Post  Office,  when  the  names 
of  drawees  are  not  to  be  found  in  the  Citv  Direc- 
tories. 

363.  In  cases  of  refusal  of,  or  delay  in.  accept- 
ance of  drafts  received  for  collection,  notice  of  same 
should  be  sent  at  once  to  the  Branch  or  correspon- 
dent from  whom  they  have  been  received,  and  this 
must  be  done  whether  instructions  to  hold  or  other- 
wise, have  been  received  or  not.  as  the  omission  to 
do  so  may  cause  serious  loss,  especially  should  the 
drawers  or  endorsers  happen  to  have  become  bank- 
rupt in  the  interim. 

364.  In  order  to  meet  the  competition  of  other 
Banks,  Managers  may  collect  for  the  Bank's  own 
customers  at  any  rate,  or  at  par  as  they  may  see  fit; 
but  on  no  account  must  they  make  rates  for  other 
than  their  own  Branches. 

BILLS  REMITTED  FOR  COLLECTION. 

365.  Bills  Discounted,  and  Bills  Received  for 
Collection,  payable  elsewhere,  should  be  remitted 
for  Collection  as  soon  as  possible.  The  Corres- 
pondence Clerk  must  initial  for  each  bill  separately. 

366.  Instructions  should  in  all  cases  accompany 
documentary  bills  remitted. 

367.  In  selecting  Agents  for  the  collection  of 
bills  remitted,  it  is  the  wish  of  the  Bank  that  only 
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the  strong  institutions  should  be  employed  and  in 
no  case  must  the  weaiter  Ranks  be  preferred  in  con- 
sideration of  a  concession  in  the  rate  or  in  return 
for  bills  received  from  them. 

Reciprocal  arrangements  with  other  Danks 
to  make  collections  free  of  charge  must  not  be  en- 
tered into  by  the  Branches. 

No  agreement  for  collecting  hills  sent  to  the 
Jnited  States  is  to  be  made  with  any  American 
Bank  without  the  authority  of  the  General  Manager. 

Items  forwarded  to  The  Merchants  Loan  & 
Trust  Company.  Chicago,  for  collection,  must  not 
contain  a  restrictive  or  qualified  endorsement,  un- 
less the  same  is  guaranteed.  Such  a  guarantee  will, 
of  course,  only  be  given  when  the  Bank  is  satisfied 
that  the  endorsements  are  perfectly  in  order. 


B»u.j.„.,o         368.     i„   sending  bills  for  collection   to  foreign 
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send  the  first  of  exchange  direct  to  London  Office 
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369.  Authority  should  be  obtained  from  the  cus- 
tomers, on  the  forms  provided  by  the  Bank,  to  send 
to  Private  Bankers  bills  for  collection  or  remitted 
bills  discounted  which  are  payable  at  places  where 
there  is  no  Chartered  Bank.  Such  bills  must  not, 
however,  be  allowed  to  remain  any  longer  than  is 
necessary  in  the  hands  of  Private  Bankers.  Bills 
requiring  acceptance  should,  if  there  is  time,  be  sent 
first  for  acceptance  and  return. 


Uode  of 
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COLLECTIONS  BECEIVED  FROM  BBITAIN. 
370.  All  collections  received  from  London  Office 
^xcept  those  on  account  London  Office  itself,  must 
be  remitted  by  drafts  which  are  to  be  i.sued  less 
charges  at  the  rate  at  which  the  Branch  is  selling 
bills  at  short  sight.  Such  remittances  must  be  sen- 
arately  specified  in  the  advice  sheet  accompanying 
he  letter,  and  a  statement  in  Sterling  identifying 
the  collection  and  showing  the  charges,  rate  of  Ex- 
change, etc.,  be  forwarded  at  the  same  time. 

371.  When  drafts  in  payment  of  collections  as 
above  are  issued  in  favour  of  Private  Parties,  they 
should  be  crossed. 

372.  Bills  and  Coupons  payable  in  Sterling,  col- 
lected on  account  of  London  Office,  are  to  be  cred- 
ited in  full  at  the  sight  rate,  and  specified  and  ad- 
vised in  the  advice  sheet  to  London  Office,  and  by 
separate  statement  in  sterling  in  the  same  manner 
as  other  collections. 

Bills,  Coupons,  etc.,  payable  in  Dollars,  col- 
lected  on  account  of  London  Office,  are  to  be  cred- 
ited to  their  "Dollar  Account"  in  New  York  Agency 
with  advice. 

373.  On  bills  for  Banks,  a  commission  of  %  of 
1%   (minimum  1|-)  is  charged.     A  commission  of 
A  of  1%  ,s  charged  to  Banks  for  collecting  coupons 
bonds,  etc.  ' 

374.  On  bills  for  private  parties  the  charge  is  % 
of  1%  (minimum  1|-).  For  collecting  pensions  and 
other  unusual  matters  ^  of  1%  is  charged. 

375.  On  coupons  for  private  parties  the  charges 
are,  commission  %  of  1%  (minimum  2|-),  postage 
1|-,  and  any  notarial  charges  incurred  in  London. 
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376.  In  the  case  of  bills  received  from  the  Lon- 
don Office  having  documents  attached,  to  be  surren- 
dered on  payment  only,  rebate  of  interest  at  not  ex- 
ceeding the  London  discount  rate  of  the  day  may  be 
allowed  in  the  event  of  payment  before  maturity 
unless  instructions  have  been  received  to  the 
contrary. 

377.  When  bills  received  for  collection  on  ac- 
count of  the  London  Office  (B.L.Cs.)  are  dishon- 
oured  by  non-acceptance  or  non-payment,  the  Lon- 
don  Office  must  be  notified  by  cable.  Should,  how- 
ever, any  of  such  bills  bear  the  endorsement  of  an- 
other Bank  it  will  not  be  necessary  to  cable  except 
under  special    circumstances,   largeness  of  amount 

etc.,  or  when  cable  advice  is  specially  asked  for 

• 

378.     Bills  received  for  collection  by  the  London 

Office  are  accompanied  by  a  form  in  which  the  fol~ 

lowmg  provision  is  made.  "When  remittances  -arc 

made  m  Exchange  other  than  that  of  this  Bank   a 

special  charge  is  made  therefor  of  1-16  of  1%. 

The  Branches  and  Agencies  are  authorized  to 
demand  the  above  charge  when  payment  of  bills 
received  for  collection  from  London  Office  is  offered 
in  the  exchange  of  other  Banks,  and  the  exchange 
If  delivered  should  be  so  drawn  that  the  endorse- 
ment of  this  Bank  will  not  be  required  in  trans- 
ferring ,t  to  the  party  for  whom  the  collection  has 
been  made. 

379  Bills  of  Lading,  attached  to  bills  received 
from  London  Office  for  Collection,  must  in  the  case 
of  acceptance  of  the  bills  being  refused,  be  retainel 
until  instructions  as  to  their  disposal  are  received 
from  the  London  Office. 
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380.  The  Accountant  must  keep  a  book  to  record 
the  special  instructions  given,  or  which  may  be 
given,  m  regard  to  collections  on  account  of  particu- 
lar parties;  this  book  must  be  indexed  so  as  to  b- 
easily  referred  to.  • 

UNITED  STATES  BILLS. 
381     All   demand   and  sight   items  remitted  to 
^ew  York  are  to  be  included  in  Cheque  Lists,  and 
charged  direct  to  the  New  York  Agency. 

382.  All  time  items  drawn  on  the  United  States 
are  to  be  entered  in  the  American  Bills  Purchased 

^l^T''  ""^^  "'  *°  ^^  •■"'"'"*^**  t°  New  York  as 
A.  Bs        Payment  of  these  will  be  advised  by  the 
Aew  York  Agency  on  Form  117-E. 

383.  Advice  is  to  be  sent  to  the  New  York 
Agency,  giving  terms  of  all  bills,  demand  or  other- 
wise, sent  direct  to  United  States  Agents  for  col- 
lection, and  remittance  to  the  former,  for  credit  of 
the  Branches. 

PAST  DUE  BILLS. 
384.  Dishonoured  bills  which  are  not  promptly 
taken  up  by  the  drawers  or  endorsers  must  be  re- 
moved at  once  from  the  current  bills  and  be  made 
to  appear  in  the  Return.  The  Manager  should  see 
that  the  parties  are  notified,  and  prompt  proceedings 
taken  for  recovery. 

385.  Overdue  interest  in  Canada  can  only  be  col- 
lected at  the  rate  of  five  per  cent.  (5%)  unless  a 
written  agreement  exist  to  charge  a  higher  rate. 

386.  In  the  event  of  settlement  in  full  of  past 
due  bills  or  overdue  debts,  previous  partial  pay- 
ments ought  to  be  applied,  first  towards  charges  and 
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then  towards  interest  before  being  applied  to  prin- 
cipal. 

Every  effort  must  be  made  to  have  Past 
Due  Bills  satisfactorily  arranged,  or  repaid,  before 
the  end  of  each  Half  Year. 

387.  Care  must  be  taken  that  prescription  be  not 
allowed  to  take  place  through  neglect  to  take  legal 
procedure. 

CABLE  TRANSFEBS. 

388.  Transfers  from  and  to  London  by  telegraph 
of  sums  not  exceeding  ten  thousand  pounds  sterling 
are  permitted.  All  telegraphic  messages  making 
cash  transfers  must  f>e  checked  by  a  second  confi- 
dential officer,  in  the  presence  of  the  custodian  of 
the  Special  Cipher  Code. 

389.  The  London  Office  does  not  make  any 
charge  in  the  shape  of  commission  for  issuing  cable 
transfers.  The  Branches  and  Agencies  will,  there- 
fore, take  a  profit  in  the  rate  of  exchange  at  which 
these  cable  transfers  are  paid.  The  same  remarks 
apply  to  Cable  Transfers  sold  by  Branches  and 
Agencies.  The  purchasers  in  all  cases  must  pay 
the  cost  of  cabling. 

390.  Special  care  must  be  taken  that  applications 
for  Cable  Transfers  are  made  on  the  proper  form 
supplied  for  that  purpose  (Form  No.  106).  Before 
any  Cable  Transfer  is  despatched  the  Manager  or 
Agent  must  satisfy  himself  that  the  order  form  has 
been  properly  filled  up,  and  that  the  important 
words  "or  as  he,  she,  they,  may  direct,"  have  not 
been  deleted. 
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TELEGBAPHIC  TBANSFEBS  BETWEEN  BBANCEES 
AND  A0ENCIE3. 

391.  Telegraphic  Transfers  may  now  be  issued 
between  any  of  the  Branches  and  Agencies  of  the 
Bank.  The  Branches  and  Agencies  will  be  advised 
from  time  to  time  of  the  maximum  amount  which 
may  be  issued  either  on  or  by  them. 

392.  Telegraphic  Transfers  for  large  amounts 
must  not  be  made  between  Branches,  unless  ar- 
rangements are  first  made  with  the  Branch  to  be 
drawn  upon. 

393.  In  cases  where  it  is  desired  to  make  pay- 
ments by  telegram  through  a  Branch  of  this  Bank 
to  some  point  at  which  the  Bank  has  no  Branch,  it 
will  be  better  for  a  uniform  course  to  be  adopted  by 
all  the  Branches  to  cover  forwarding  expenses,  such 
as  telegrams  and  commissions.  The  Branches  will, 
therefore,  when  telegraphing  such  payments,  add  the 
words  "without  deduction,"  which  will  convey  to 
the  intermediary  Branch  the  fact  that  all  charges 
have  been  claimed  by  the  Branch  issuing  the  trans- 
fer, and  that  the  full  amount  is  to  be  advised  on. 

394.  Cable  Transfers  and  Telegraphic  Transfers 
on  Branches  and  Agencies  are  to  be  shown  in  the 
Returns,  with  the  rate  charged,  in  the  same  way  as 
is  done  with  draft* 

395.  Cables  and  Telegrams  for  transfers  of  cash 
must  be  copied  into  a  book  to  be  retained  by  the 
Manager.  They  must  not  be  copied  into  the  ordi- 
nary telegram  book. 

396.  The  Cable  Transfer  Code  and  the  Branch 
Telegraphic  Transfer  Code  must  be  retained  in  the 
custody  of  the  Manager. 
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397.  Cable  Transfers  and  Telegraphic  Transfers 
on  Branches  and  Agencies  must  be  confirmed  at 
once  by  letter,  but  not  in  cipher. 
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MERCANTILE  CREDITS. 

398.  Foreign  Credits  to  be  drawn  on  the  Court 
upon  security  of  Bills  of  Ladin;;  or  otherwise,  can 
be  arranged  on  the  following  terms ;  which  must 
not  be  reduced  without  special  authority  from  the 
Court  or  General  Manager: — 

Drafts  not  over  2  months  J^  of  1%. 
Drafts  not  over  3  months  ^  of  1%. 
Drafts  not  over  4  months  1%. 
Drafts  not  over  6  months  V/^%. 

399.  When  shipments  of  Goods  under  Mercan- 
tile Credits  are  covered  by  insurance  on  this  side, 
the  Policies  must  be  handed  to  the  Manager  by  the 
Grantees  of  the  Credits,  or  the  Manager  should  sat- 
isfy himself  that  Independent  Policies  have  been 
taken  out,  and  that  the  amount  applicable  to  the 
Credits  are  held  by  the  Grantees  on  behalf  and  for 
account  of  this  Bank.  Credits  will  not  be  granted 
to  parties  who  are  their  own  underwriters. 

400.  Credits  on  Europe,  outside  the  British  Is- 
lands, on  which  the  insurance  is  to  be  effected  by  the 
shippers,  must  bear  the  stipulation,  "And  policies  of 
insurance  of  an  English  Company  to  be  approved  of 

by  the  Court  of  Directors." 

• 

401.  When  issuing  Mercantile  Credits  which  call 
for  the  care  of  insurance  on  the  various  shipments 
by  parties  abroad,  instead  of  stating  "Insurance  in 
order  in  London"  (or  elsewhere  according  to  the 
domicile  of  the  shippers)  the  following  clause  must 
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he  inserted  on  the  margin  of  the  Credit :— "Insur- 
ance to  be  cared  for  by  the  shippers,  the  Policy  of 
Insurance  to  be  approved  by  the  Bank." 

402.  In  cases  where  it  is  difficult  to  mention  the 
kind  of  goods  to  be  purchased  under  Credits  the 
rule  that  the  description  of  goods  must  be  specified 
need  not  in  every  case  be  enforced.  When  goods 
are  surrendered  on  Bailee  Receipts  the  marks  and 
numbers  on  the  Bills  of  Lading  must  be  copied  on 
the  Receipts  in  order  that  the  Bank  mav  be  able  to 
identify  the  goods  should  it  Income  necessary  lo 
follow  and  seize  them. 

403.  Conditions  concerning  which  the  Court  can- 
not  possibly  satisfy  themselves,  and  for  which  the 
Bank  cannot  assume  iresponsibilities.  must  not  be 
inserted  in  Credits.  These  special  conditions  should 
be  a  matter  of  arrangement  between  the  purchaser 
and  the  seller  of  the  goods.  Managers  will  decline 
to  insert  special  clauses  or  to  alter  the  ordinary 
terms  of  the  Credits. 

404.  In  opening  credit.s  bv  cable  the  words  *or 
amounts  in  the  Cable  Transfer  Code  will  be  used 
instead  of  those  in  the  General  Cipher  Code.  This 
applies  to  Cables  from  the  London  Office  or  from 
the  Branches  and  Agencies. 

OENESAL  CREDITS. 

405.  The  Branches  and  Agencies  are  authorized 
to  establish  General  Credits  for  the  use  of  custom- 
ers  at  any  of  the  establishments  of  the  Bank  on  this 
side  or  at  the  London  Office.  The  charge  for  such 
Credits  is  regulated  by  the  character  of  the  services 
required  from  the  Bank.     In  cases  where  the  terms 
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of  the  Credit  simply  involve  the  payment  of  money 
the  usual  charges  are: — 

For  Credits  in  Canada  or  the  United  States,  except 
at  Dawson,  54  @  5^  of  1%  commission. 

For  Credits  on  London  Office,  J^  of  1%  commission 
and  interest  from  date  of  payment  in  London  to 
date  of  re-imbursement  there. 

Where  the  Bank  is  required  to  undertake  some 
additional  duty  the  charge  should  be  correspond- 
ingly increased. 
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406.  In  establishing;  General  Credits  authorizing 
the  London  Office  to  cash  the  cheques  of  a  customer, 
the  Branches  and  Agencies  must  stipulate  tha:  such 
cheques  are  to  be  drawn  on  the  London  Office,  and 
not  on  the  customer's  firm. 


TBAVELLEBS'  LETTEBS  OF  CBEDIT. 

407.  The  following  Branches  have  been  provid- 
ed by  New  York  Agency  with  Travellers'  Letters 
of  Credit,  which  are  to  be  held  by  them  in  their 
securities,  at  a  nominal  value  of  $1  each,  in  jomt 
custody  on  account  of  New  York  Agency,  viz : 


Brandon. 

San  Francisco. 

Calgary. 

St.  John. 

Halifax. 

Toronto. 

Hamilton. 

Vancouver. 

London. 

Victoria. 

Montreal. 

West  Toronto. 

Quebec. 

W^innipeg. 

us 
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Terms  for  these  Letters  of  Credit  are:— 
Paid  for  in  Cash. 
Against  Guarantee. 
Against  Deposit  Accounts. 
Against  Deposit  of  Securities. 

witr^^'of^l'i^   '^^    •"  '''^'   ^^^  ^'"°""*-   together 
^.th  y,  of    %  commission,  is  to  be  credited  by  the 
Branch  selhng  the  same  to  the  New  York  Agents 
at  the  rate  of  exchange  at  which  it  has  been    o  d 

a  Credit  sold  on  time,  against  Guarantee  or  Deposit 

fh"r""':'  °o£'^°^'^  °^  '^"'"^•«-  -hen  pa  d  ; 
the  London  Office  will  be  debited  to  the  New  York 
Agency,  who,  in  turn,  will  charge  the  issuing  Branch 
the  amount        ,h  advice,  plus  their  commLon  Jj 

credits  Jl^r"  ''  '°  ''^  ^"^^""^^  ^°^  --h 

COBRESPONDENCE. 

408.  Postal  Cards  are  not  to  be  used  for  any  pur- 
pose except  acknowledging  letters  received. 

409.  All  correspondence  in  connection  with  rout- 

T  AT'"'  ^"''"''^'  ''  ^°  be  addressed  to  the 
London  Office  Manager,  press  copies  of  which  are  to 
be  sent  to  the  Superintendent  of  Branches;  but  all 
correspondence  of  a  confidential  nature,  or  in  con- 
nection v.'ith  new  business,  or  such  as  would  natur- 
ally have  to  be  submitted  to  the  Court  of  Directors 
for  consideration,  is  to  be  addressed  to  the  Secre- 

Manager.'"  °'  "'"'  '"  '°  ''  ""*  ^°  *'^  ^^""^^ 

410.     In  letters  to  Court,  the  Branches  will  show 
the  rate  of  exchange  for  cable  transfers  therein  ad- 

104 


RoropMn 

MRMpODd- 


Report!  on 

Eoropean 

tlmii. 


Vised,  and  also  the  term  for  sterlinir  transfers - 
60    ays  or  demand. 

411.     Letters  or  remittances  to  persons  or  firms 
m^Europe  must  be  forwarded  through  the  London  , 

fr^tl^'  ,^"  .'"^''•"fi^  ^nqu'ry  of  the  Court  in  regard 
to  the  standing  of  firms  in  Europe,  it  is  necessa.^  to 
give  their  addresses  as  fully  as  possible,  stating  their 
busmess  etc..  also,  where  practicable,  the  name  of 
their  bankers. 

[;rt^"«ion.  413.  When  a  letter  of  introduction  is  given  to  a 
customer  proceeding  to  Europe  a  specimen  of  his 
signature  ought  to  be  forwarded  for  identification. 

414.  Official  letters  to  the  Court  and  the  General 
Manager  should  bear  a  running  number,  and  each 
separate  subject  alluded  to  should  bear  a  paragraph 
number.  The  numbers  of  letters  and  paragraphs 
should  commence  with  "1"  each  year. 

415.  Press  copies  or  duplicates  of  all  letters  to 
the  General  Manager,  must  have  the  name  of  the 
Branch  stamped  on  them,  and  must  be  sent  direct 

^  to  the  Court  by  the  Manager. 

416.  All  Circulars,  from  the  General  Manager, 
the  Supenntendent  of  Branches,  or  the  Superinten- 
dent of  Central  Branches,  must  be  acknowledged  on 
the  day  of  receipt. 
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S^""-  ,,  *L  le2r''  ""!,'"  '^"  °'^''"'  correspondence,  in- 
B^^L  ^  ^  *"^  communications  between  the  Su- 
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penntendent  of  Central  Branches  and  the  Branches 
in  Central  Canada,  are  to  be  forwarded  to  the  Gen- 
eral Manager.  Copies  of  letters  only  between  the 
Superintendent  of  Central  Branches  and  the 
Branches  in  Central  Canada,  are  to  be  forwarded  to 
the  Court,  but  copies  of  communications  are  not  to 
be  forwarded  to  the  Court, 

418.  The  only  communications  to  be  addressed 
to  the  General  Manager  are  official  and  private  cor- 
respondence. 

419.  In  correspondence  with  the  Court  or  the 
General  Manager  re  the  standing  of  firms,  the  name 
of  the  firm  must  be  given  in  the  paragraph,  or  put 
in  as  a  catch-word  at  the  side. 

420.  In  sending  press  copies  of  statements  or  let- 
ters to  the  Court,  the  General  Manager,  or  the  Super- 
intendent of  Branches,  care  must  be  taken  to  see 
that  they  are  perfectly  legible,  otherwise  hand 
copies  must  be  sent.  These  instructions  apply  es- 
pecially to  the  press  copies  of  the  Manager's  letters 
to  the  General  Manager  which  are  forwarded  to  the 
Secretary. 

421.  Letters  between  Branches  should  be  num- 
bered, a  separate  set  of  numbers  being  used  for  each 
Branch  and  commencing  with  "1"  each  year. 

422.  When  a  Credit  for  the  payment  of  money  is 
established  in  an  official  letter,  without  the  issue  of 
a  draft,  the  paragraph  must  be  countersigned  by  the 
Accountant,  or  at  any  Agency  by  the  Second  Offi- 
cer. Paragraphs  confirming  telegraphic  transfers 
must  also  be  countersigned  as  above. 
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423.  Great  care  must  be  exercised  in  acting  upon 
telegrams  received  in  plain  language  requestingVe- 
turn  of  bills  or  waiving  protest.  The  Bank  would 
be  held  responsible  should  such  telegrams  turn  out 
to  have  been  forged  or  unauthorized. 

424.  The  Telegraphic  Cipher  must  be  retained 
in  the  custody  of  the  Manager.  Messages  should  be 
confirmed  by  letter,  but  not  in  cipher. 

The  cost  of  telegrams  is  debited  to  "Charges" 
unless  recoverable  from  a  customer  on  whose  bus- 
iness they  are  sent,  or  specially  applicable  to  some 
particular  account,  as,  for  instance.  "Exchange." 

425.  For  the  use  of  the  public  the  word  "Brit- 
bank"  has  been  registered  with  the  Canadian  Pacific 
Railway  and  Great  Northwestern  Telegraph  Com- 
panies as  a  cable  address  for  the  Branches,  and  the 
word  "Toboggan"  as  a  cable  address  for  London 
Office. 


Ttlttnmt 
to  General 
Maaater. 


426.     Telegrams  to  the  General  Manager  must  be 
prepaid,  and  should  be  addressed  as  follows:— 

"H.  Stikeman, 

General  Manager, 

The  Bank  of  British  North  America, 
Montreal." 


Tetegfaou  to 
Sooerintendent 
01  ■■ 


- «...      *2'^-     Telegrams  to  and  from  the  Superintendent 

i.r..nehes.  of  Branches  must  be  commenced  with  the  cipher 
word  for  the  letter  "S."  and  confirmation  of  same 
will  be  sent  to  or  by,  the  Superintendent  of 
Branches.  Telegrams  signed  with  the  personal 
name  of  the  Superintendent  of  Branches,  without 
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the  above  catch- ^ord,  are  to  be  confirmed  to  the 
General  Manager,  unless  they  begin  with  the  word 
Personal,  in  which  case  they  are  to  be  confirmed 
to  the  sender.  All  telegrams  to  the  Superintendent 
of  Branches  must  be  prepaid. 

428.  The  envelopes  covering  the  correspondence 
and  enclosures  passing  between  the  General  Man- 
ager's Office  and  the  Branches,  inter-se.  are  not  to 
be  sealed  with  wax.  but  all  Registered  letters  and 
Returns  are  to  be  sealed  with  .the  ordinary  Branch 
beal.  and  remittances  of  Notes  are  to  be  sealed  with 
the  Branch  Remittance  Seal. 

429.  Letters  addressed  to  the  United  States  must 
have  the  name  of  the  State  inserted  on  the  envelope. 

430.  The  Accountant  must  see  that  envelopes 
bear  the  Branch  Stamp,  and  are  properly  secured  be- 
fore being  posted. 


uft'.»""  4.31.    A   book  must  be   kept  at   the   Branch   in 

R«eiv^„d    which  letters  received  and  despatched  are  recorded. 

with  the  initials  of  the  party  delivering  or  mailine 

them.  * 


Nambcrlns 
of  Letters 
BecelTcd. 


Bank's 
Cbarge*. 


432.  The  Manager  when  opening  the  letters  re- 
ceived shall  mark  each  one  with  the  dav  of  the 
month  and  a  consecutive  number,  beginning  afresh 
each  day  as  e.g.,  27—1.  27-2.  He  shall  then  make 
m  the  Register  of  Letters  Received  and  Despatched 
a  memorandum  of  the  last  number  used. 

PAYMENTS  BY  ADVICE,  ETC. 
433.     In  retiring  in  London  acceptances  of  cus- 
tomers, or  making  payments  by  advice,  the  sight 
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434.  Respectable  Canadian  Houses  can  open 
Current  Accounts  with  the  London  Office,  through 
which  accounts  their  acceptances  domiciled  at  the 
London  Office  can  be  retired  free  of  commission, 
on  the  following  conditions: — 


Form  of 
Deposit!. 


Commiisloa 

on 
Beoilttincei. 


L  That  the  deposits  will  be  made  in  the  form 
of  Bank  Exchange  (to  be  in  the  main  the  Exchange 
of  this  Bank),  which  will  be  discounted  by  the  Lon- 
don Office  at  the  Bank  of  England  rate.  .  A  charge 
must  be  made  in  the  shape  of  commission  of  ^  of 
1%  when  remittances  are  made  in  this  Bank's  Ex- 
change, and  J4  of  1%  when  made  in  Exchange  of 
other  Banks. 


Mo  intetctt 
allowed. 


II.    That  no  interest  will  be  allowed  on  the 
Current  Account  balances. 


Bateaon 
paymenta 
■dTlsed  bj 
letter. 


Iiondon  Offlce 
paymenti, 
drafta,  etc., 
exprened 
in  currency. 


435.  When  money  is  received  at  the  London  Of- 
fice to  be  advised  out  by  letter,  the  London  Office 
will  in  every  case  stipulate  that  the  payment  shall 
be  made  at  the  rate  of  Exchange  at  which  the  Man- 
ager IS  paying  letters  of  credit. 

436.  Payments,  drafts,  letters  of  credit  and  cable 
transfers  sold  by  the  London  Office  and  expressed 
in  currency  are  to  be  charged  to  the  New  York 
Agency  for  debit  of  the  London  Office  Dollar  Ac- 
count with  that  office,  with  advice  to  both  New 
York  and  London  Office, 
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437.  The  Annual  Order  forms  for  Stationery 
Returns  and  Engraved  Forms  are  sent  to  the 
iiranches  in  duplicate. 

438.  One  form  is  to  be  returned  to  the  Superin-^ 
tendent  of  Branches  as  soon  as  possible,  as  delay  on 
the  part  of  one  Branch  detains  the  whole  order. 

439  The  other  form  is  to  be  retained  at  the 
Branch  for  the  purpose  of  checking  the  order  when 
executed. 

440.  The  period  to  be  provided  for  by  the  Annual 
Orders  commences  from  the  1st  September  follow- 
mg  the  date  of  the  order. 

441  A  list  of  the  Spare  Books,  i.e.,  books  on 
hand  but  not  required  at  the  Branch,  is  to  be  sent 
with  the  Stationery  Order  each  year. 

442.  The  Accountant  will  be  held  responsible  for 
the  stationery  on  hand  and  ordered. 

443  Invoices  will  be  sent  with  Stationery  sup- 
plied from  the  General  Manager's  office.  Branches 
will  thus  obtain  prices  for  the  valuation  of  station- 
ery  on  hand.     The  accounts  will  be  paid  quarterly. 

444.  Want  of  care  in  the  matter  of  ordering  sta- 
tionery will  be  especially  enquired  into. 

445.  When  the  Annual  Order  has  been  executed 
the  Superintendent  of  Branches  should  be  advised 
by  each  Manager  if  it  has  been  satisfactorily  done. 

446.  The  practice  of  obtaining  stationery  from 
local  stationers  and  peddlars  is  against  instructions, 
as  well  as  contrary  to  the  rule  and  economy  of  the 
Bank.     In  future  the  rule  must  be  strictly  followed 
and  all  supplementary  orders  for  stationery   (ink 

ilO 
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and  mucilage  excepted)  sent  to  the  General  Man- 
ager's office.  Charges  resulting  from  neglect  of  the 
Bank  s  rule  will  not  be  allowed. 

447.  Each  Branch  will  be  furnished  with  a  sup- 
ply of  stationery  for  the  use  of  the  Inspector.  The 
Accountant  must  see  that  the  forms  are  properly 
taken  care  of.  and  after  each  inspection  he  must 
send  to  the  General  Manager's  office  a  list  of  the 
forms  remaining  on  hand  in  order  that  the  supply 
may  be  kept  up. 

ENGBAFED  FORMS. 

448.  Orders  for  engraved  forms  must  be  sent  to 
the  General  Manager's  Office. 

449.  Upon  receipt  of  new  engraved  forms,  the 
Accountant  must  see  that  they  agree  with  the  In- 
vc.ce,  and  he  will  be  held  responsible  for  their  cus- 
tody. When  counting  the  forms  they  should  be 
placed  face  downwards  to  prevent  defacing  the 
fugitive  tint,  which  is  easily  smudged  by  moisture. 
Keserve  forms  must  be  kept  in  the  Treasury  Vault 
under  lock  and  key,  to  be  held  by  the  Accountant. 
The  forms  in  daily  use  must  be  kept  in  a  box,  to  be 
locked  at  night  and  the  key  taken  charge  of  by  the 
Accountant.  "^ 

450.  At  the  close  of  each  Return  the  Accountant 
must  count  the  forms  in  daily  use  and  certify  the 
correctness  of  the  Statement  in  the  Return  of  the 
number  of  forms  used  and  on  hand.  This  applies 
also  to  Savings  Department  Books  and  Bank  Money 
Orders.  ^ 

PBOPERTIES. 
451,    When  security  is  required  to  be  taken  over 
a  property  on  behalf  of  the  Bank,  the  deed  must  be     ' 
ill 


r<ock-a|w  In 
Real  Gatate. 


Cnitodr 
of  Dceda. 


Borrower  or 
purchaier  to 
pajr  premluoi. 


Bank 
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Ameir    TH  ^'.  °^^'  ^^"'^  °f  ^"*"h  North 
Amenca.     Th.s  rule  also  applies  to  all  Mortgages 
Insurance  Policies  or  any  other  documents  taK 
collateral  security.  *"  " 

ry,  *p  ■  L.^u'",  ^^^'  ^'***^  ^^"^  »"to  the  hands  of 
M^c  .f    '•^u*'.     *"^^''"  '''^"'^  immediately  acquaint 
himself  with  Its  value,  and.  if  unproductive,  consider 
how  u  „ay  be  dealt  with  so  as  to  yield  a  return. 
After  a  careful  valuation  by  the  most  competent 
party  on  tl.e  spot,  he  should  report  to  the  General 
Manager  upon  the  prospects  of  selling  it.  and  hav- 
"ig  obtained  his  authority  and  a  minimum  price, 
proceed  to  offer  it  at  auction,  or  take  such  steps  as 
may  be  considered  most  advisable  to  effect  a  speedy 
sale^    Tt  must  be  borne  in  mind  that  it  is  foreign 
to  the  business  of  the  Bank,  and  prejudicial  to  its 
interests,  to  lock  up  capital  in  Real  Estate. 

453.  When  not  required  for  legal  proceedings, 
deeds  and  securities  must  be  kept  by  the  Bank,  and 
not  by  the  Solicitor. 

INSURANCE. 

.nTiu  ^^'''"  '""."'^  ''  *^^""  °^"  buildings  or 
any  other  property  for  an  old  debt,  or  a  sale  of  such 
property  IS  eflFected.  the  debtor  or  purchaser  must 
preserve  insurance  to  the  extent  of  the  Bank's  claim 
against    the    property.      Such    Policies    should    be 

ericr  '  wr"  "'  T''  ^'"'^  °'  ^"^'^h  ^°«h  Am- 
erica.     When  merely  assigned,  the  Policy  might 

expire  or  be  cancelled,  without  notification  befng 
given  to  the  Bank.  ^ 

455^  All  insurances  on  the  Bank  buildings  and 
office  furniture  will  be  arranged  through  the  General 
Manager's  office.     Managers  having  the  use  of  fur- 

113 


OOMaod 
boow 

faraitort. 

BDilder'i  Btak 
Policy. 


Lon  paynble 
•bwlutfly 
to  Bank. 


Aalgnmont 
of  monin 
pftfable  under 
poUciM. 


niture  belonging  to  the  Bank  are  expected  to  pay 
tne  cost  of  insurance  over  it. 

456  Where  it  is  necessary  to  have  repairs  or 
,al  erations  made  to  the  Bank's  Premises,  the  Super- 
hit"  S  u  ^'S^'"  *""'*  ""'  "^^'^'^^  -'  «"«  so 
hat  a  Builder's  Risk  PoHcy  may  be  taken  out  and 

the  necessary  permission  may  be  obtained  from  the 
vanous  Insurance  Companies  interested,  otherwise 
they  are  not  liable  for  loss  or  damage  occurring  to 
buildings  or  their  contents  while  the  same  are  un- 
dergoing repairs  or  alterations. 

457.  In  taking  Fire  Insurance  Policies  from  cus- 
tomers the  clause  making  the  loss  payable  to  the 
Bank  must  not  contain  the  addition  "as  their  in- 
terest may  appear."  The  loss  should  be  made  pay- 
able to  the  Bank  absolutely. 

458.  As  an  ordinary  creditor  the  Bank  does  not 
possess  an  insurable  interest  in  the  real  estate  or 
goods  of  its  customers.  Transfers  of  policies  of 
fire  insurance,  therefore,  should  not  be  taken  from 
customers  as  security,  except  where  the  Bank  has  a 
mortgage  on  the  property  or  holds  the  documents 
for  the  goods  insured. 

In  cases  where  the^Bank  has  neither  a  mort- 
gage  nor  the  documents,  and  it  is  desired  to  obtain 
the  benefit  of  fire  insurance,  an  assignment  should 
be  taken  of  the  money  which  may  become  payable 
under  the  policy. 

Notice  of  such  an  assignment  should  be 
given  to  the  Insurance  Co.  so  as  to  prevent  a  cus- 
tomer dealing  otherwise  with  the  policy  or  obtain- 
ing payment  himself  in  the  event  of  loss.  Although 
It  is  not  necessary  to  obtain  the  consent  of  the  In- 
11.1 


surance  Company,  in  all  cases  where  receipt  of  the 
assignment  is  not  formerly  acknowledged,  a  dupli- 
cate  of  it  should  be  left  with  the  Company,  so  as  to 
prevent  them  from  raising  any  question  as  to  the 
sufficiency  of  the  notice. 


LAW  PROCEDUBE,  ETC. 

^T^uMof        459.     Proceedings  at  law  must  not  be  taken  in 
cutomer..       jj^g  flauk's  name  for  the  convenience  of  customers. 


When  proceedings  are  taken  under  a  bill 
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Solicitor  in  a  letter  containing  instructions,  and  a 
receipt  obtained. 
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461.  The  addresses  of  a]]  endorsers  upon  Bills 
Remitted  should  be  given,  so  t  i^t  if  it  becomes  neces- 
sary to  protest,  the  endorsers  may  all  receive  due 
notarial  intimation.  Should  it  at  anv  time  devolve 
upon  the  Manager  to  forward  any  such  notice,  the 
clerk  mailing  it  should  conipare  it  with  the  copy 
addressed  to  the  Manager  and  endorse  upon  the 
copy,  that  a  notice  of  similar  tenor  has  been  mailed 

by  him  to  . . .' ,  stating  the  day  and 

hour.  The  mailing  of  such  a  notice  should  be  so 
recorded  in  the  Register  of  Letters  Despatched,  as 
to  identify  it  with  endorsement  on  the  notice  re- 
tained by  the  Bank. 


Branch 
Bollclton. 


462.  When  a  Branch  Solicitor,  in  proceeding  for 
the  Bank,  requires  the  services  of  a  Solicitor  at  an- 
other place,  the  Bank's  Solicitor  at  that  place  should 
be  employed. 
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POWERS  OF  ATTOBXEY. 
463     Powers  of  Attorney  lodged  with  the  Bank 
should  be  drawn  upon  the  printed  form  specially 
supphed  to  the  Branches  for  the  purpose. 

TBVSTEE  AND  ESTATE  ACCOUNTS. 

464.  It  is  not  forbidden  to  take  Estate  Accounts 
-but  in  opening  accounts,  taking  deposits  or  re- 
ceiving  securities  from  the  representatives  of  Es- 
tates,  the  mdividual  names  of  the  Executors  should 
appear  m  the  books,  statements  and  returns,  as 
A.,  U  and  C,  Executors  of  the  Estate  of  the  late 
1'  u  ^''*=°""^'''  """St  not  be  opened  in  the  books  in 
the  bare  name  of  say  "The  Estate  of  the  late  X  " 
without  the  above  particulars  being  given. 

465  Trust  Accounts  may  be  opened  and  securi- 
ties taken  from  Trustees.  All  such  accounts  should 
be  opened  and  kept  simply  in  the  names  of  de- 
positors with  the  addition  of  the  words,  "  In  trust  " 
(See  Rule  174.) 


BEVOLVEBS. 
466.  The  Bank  has  furnished  each  office  with  a 
number  of  revolvers,  which  should  be  frequently  in- 
spected  by  the  Manager  or  Accountant  to  see  that 
they  are  kept  loaded  and  in  good  order,  also  that 
they  are  placed  in  such  a  position  as  to  be  imme- 
diately available  in  case  of  necessity. 

STOCK  ORDERS. 
467.     No  commission  is  to  be  charged  on  stock 
orders  initiated  in  Canada  or  United  States  and  sent 
to  the  London  Office  for  execution. 

115 


I 


B*batoof 
loeosM  Tax, 


DIVIDEND  WABJUNTS. 
468.     The  Form  of  Dividend  Chenu«-«««,  •        j 
^   by  the  Bank  is  attached  to  a  waSMLh  >• 
•*      stated  that  "Tn^«»,-  T      .       ***aP""  on  which  it  is 
'  nto  th.  r  *  ^**  has>^paid  by  the  Bank 

T;to  the  Government  of  GMgrTBritain  "     Qi,l  i7 


PraUblt*d. 


Manager,  or  Agenu  is  prohibited,  unless  ^.h  ,1 
express  authority  of  the  Court  or  dener^MaLa^",' 

LOTTERIES. 

470.     The  Bank  must  not  be  connected  in  o„ 

way  with  any  lottery,  through  tickets  or  pl^s.      "^ 

MEBCANTILE  AOENCIES 

B»"o,rc.'s:„"^'cro^irtr:^«''-« 

detailed  information  is  reauired  J^V      t      .     *"*" 
though  the  General  U^^.  Offi^"  .^^^^J^ 

Snt  th^irst°^^.f  .-^be^^^^^  ^r^^" 

-St  not  be  taken  from  thetelrurLtTmer ^^ 

^H."      Commerctf  ?"'' •  °'  '"  '"'P^'"^^  ''''"^'^  '^^"^  the 
commercial  Agencies  is  to  be  kept  so  that  there 

will  be  no  trouble  or  delay  at  the  end  of  the  Ur  in 
checking  the  number  secured.  ^ 
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to  tl!'  p^"'f  ^"^  Agency  reports  must  not  be  sent 

but  musT        T*""""^"""  '°  correspondents 
but  must  be  considered  strictly  private.    • 

474.     Reports  obtained  from  Mercantile  Agencies 
received  from  the  General  Manager's  Office^  mu  ^ 
be  returned  to  that  Office  as  soon  as  they  have  been 
entered  m  the  Branch  Report  Book. 

CIVIC  H0LIDAT8. 

I..n  J^'  ^"  f'^'  °^  '''^''  ''°''^^>'''  t'^^  Bank  must  be 
kept  open  for  payment  of  bills  and  redemption  of 
notes,  or  to  meet  cheques,  drafts  or  Letters  of 
Credit.  Civic  holidays  are  NOT  legal  Bank  holi- 
days, and  the  Bank  would  be  held  responsible  for 
damages  sustained  by  anyone  through  its  office  be- 
ing closed.  ' 


BETUBNS  AND  STATEMENTS  TO  BE  SEJfT  TO  THE 
SUPERINTENDENT  OF  BBANCHE8. 

476.  The  following  periodical  Returns  and  State- 
ments are  required  and  must  be  promptly  des- 
patched:— 

Daily:     Statements  of  Cash  on  hand.      Remit- 
tances of  this  Bank's  notes  received  from  and  des- 
patched to  other  Branches  and  Agencies.     Balances 
due  to  or  by  other  Banks.     Bills  Discounted  and 
'  American  and  Steriing  Bills  Purchased. 

Weekly:  I.  List  of  Discounts,  etc..  to  Satur- 
day inclusive.  Press  copy  to  be  despatched  on 
Monday. 

n.  Financial  Statement  up  to  Saturday  even- 
ing, to  be  despatched  on  Monday. 

1J7 


,  \ 


III.  Weekly  Statements  of  Endorsers'  Liabili- 
ties up  to  Saturday  evening,  to  be  despatched  on 
Monday.    (Send  press  copy  to  Court  by  first  mail.) 

All  Liability  Statements  are  to  show  the 
occupation  of  the  customer  as  well  as  the  rate  of 
interest  charged  on  advances. 

In  making  up  this  last  statement  a  distinction 
must  be  made  between  "Demand"  and  "Time"  Sin- 
gle ^ame  and  Accommodation  Advances.  If  the 
paper  .s  on  "Time"  the  letter  "T"  must  be  prefixed, 
and  if  on  "Demand"  the  letter  "D." 

The  collateral  must  in  all  cases  be  stated  in  con- 
cise form  in  the  column  for  Manager's  remarks. 

In  the  case  of  Collateral  B.Cs.  those  falling  due 

LZVr  *""'*  ^  '^°^"  separately,  as  well  as 
those  that  are  past  due,-  for  example,  as  follows  :- 

Past  Due  Collaterals  $2,600 

Maturing  1908 j  g^Q 

Maturingl909 j  g^Q 

and  so  on. 


The  Branches  must  show  in  the  weekly  state- 
ment of  endorsers'  liabilities  and  in  the  list  of  liabili- 
ties of  $1  000  and  over  in  the  Returns,  the  total 
amount  of  sight  and  demand  items  discounted  for 
each  customer  and  current  at  that  date,  but  not 
pos  ed  ,„  the  Liability  Ledger.  These  instructions 
apply  in  cases  where  such  items,  either  by  them- 
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selves    or    in    conjunction    with    other    i.oKt.- 
amount  to  $l,000  or  upwards   In     *    u     ^''"'**' 
Branches.  $500  or  upwards       '  ''  '^'  '•"»"" 

The  above  will  include  •— 

ment.  '"  '"  P"-«™'<:<i  'or  pay- 

Bank  Cheques  need  not  be  included 

X;  Bal        7!""""°"  "'■  Ca«l.  the  notes  of 

.:  :h?;:t:pai:t';'''''"''  °' "'""  ^-'^  -  - 

«r,!J°i?*!f^'    /•     ^pv^nment  Statement  to  be  de- 

ge    e  iTtf  "t  ';r^^^  ^^f  °^  ^^«  -4.   - 
gether  wfcth  the  cop  r  of  the  Balanfce  Sheet.       ( 

Order  sttT'  f  "^'"^^  i*  4 -edit  of  ]loney 
Order  Sjispense  Acjcount,  ^trj^nc^  Drafts  Out  standi 

:.  ari  to  be  lump  ed  to- 

_     ,     headW  of  Liabili  :y  No. 

itandinff  at  fehe  debit  ofj  Bank 

Insurance  .4count.  Stationery 

Short  AccouiJt,  are  to  be  limped 

showij  under  the  hdadinp  of  AsJet  No. 

m  * 


ing,  and  Cash  Ove 
gether  a  id  shown 
Tlis  bala: 
litme 


11.    Statement  of  Promisors.     Oriirinal  and  or,.« 
or  the  end  of  the  month,  as  the  case  may  be. 

BBANCB  INSPECTIONS 

are  required  to  be  forwarded  to  the  Superintendent 
of  Branches  by  the  other  Branches:-  '^'""*'"^*^"' 

1.     Lists  of  Bills  held  and  Bills  remitted  as  re 
ceived  from  the  Inspector,  certified. 

r.„,^;.  $^'""'*^*'.^«  °f  Securities  held  and  Securities 
remitted,  as  received  from  the  Inspector,  certified. 

and  ^TT^u""  ""^  '^^  '"^*°^^  °^  combinations 
certified   "         '"  "  '""^^'  '^^"^  ''''  ^^P*^*^^-' 


Content*. 


When  clOMd. 


BETUBN8. 

and^Genfr"*,"^"'  ""  '"*'"^'^  *°  ^"^"'^h  to  the  Court 
and  General  Manager  a  distinct  record  of  the  trans- 
actions of  the  Branch  or  Agency  for  the  period  of 
t  me  comprised  in  them.  They  must  be  neatly  writ- 
ten^and  every  entry  should  be  expressed  with  clear- 

479.    All  the  Branches  will  balance  fortnightly 

tTe  mlddf  ^t""^  '^^  °^  ^^^'^  --*h.  and  fbou'^^' 
the  middle  of  the  month,  on  a  day  to  be  fixed  by  the 

after  the  close  of  business.     A  Loose  Balance  Sheet 

Br^nch^'     ^°T""?^    *°    '^^   Superintendent    of 
BaLnce     on  the  first  business  day  following  the 

uo 


Middit  or 

Month 

BMurnii. 


Knd  of  Month 
Retunu. 


Inspection 
Retunu. 


480.  The  following  Branches  and  Agencies  will 
send  a  Return  monthly,  made  up  abbut  the  middle  of 
the  month,  the  date  to  be  fixed  by  the  Manager,  viz- 


Brandon 

Brantford 

Frederieton 

Halifax 

Hamilton 

London 

Montreal 


New  York 

OtUwa 

Quebee 

KoMland 

St.  John 

San  Francisco 

Toronto 


Vaneonver 
Victoria 
West  Toronto 
Winnipeg 
Yorkton 


Particulars. 


These  Branches  and  Agencies,  in  addition  to  the 
Return  at  the  middle  of  the  month,  will  also  send  a 
Return  made  up  to  the  30th  of  June  and  the  31st  of 
December,  each  year. 

481.  All  the  other  Branches  of  the  Bank  not 
mentioned  above,  will  send  a  Return  made  up  to  the 
pnd  of  each  month. 

482.  When  the  Inspection  of  a  Brattch  takes 
place  on  a  date  other  than  that  on  which  the  Re- 
turns are  made  up,  a  full  Return  is  to  be  sent  to  the 
date  of  the  Inspection. 

483.  The  printed  form  of  the  Return  is  so  plainly 
expressed  that  it  is  superfluous  to  enter  into  any  ex- 
planations respecting  it.  A  few  special  directions, 
however,  may  be  given. 

STERLING  EXCHANGE,  COMMISSION  AND  INTEBEST 
ACCOUNTS. 

484.  When  an  entry  in  any  of  these  accounts  is 
not  provided  for  under  one  of  the  printed  headings 
it  must  be  fully  described. 


*: 


BUIIof  Uding, 


InterM  OB 

SInimnm 
enthly 
B«Unc«. 


Anthority  for 
•xpcndltun 


Renewal*. 


Collateral 
8c«urltr. 


Proitreailve 
Change*. 


Overdraft!. 


aTBBUNO  BILLS  PUBCEABBD. 

485.  When  Bills  of  Lading  are  attached  to  these, 
the  fact  must  be  noted  in  the  Return.    « 

CDKBBST  ACCOUNTS. 

486.  The  names  of  customers  on  whose  minimum 
monthly  balances  interest  is  allowed  are  to  be  shown 
in  Returns,  giving  rate,  minimum  monthly  balance 
and  amount  of  interest  paid. 

CHABOBS  ACCOUNT. 

487.  All  items  in  this  account  must  be  fully  de- 
tailed, and  when  any  expense  has  been  specially 
authorized,  this  ought  to  be  stated. 

BILLS  DISCOUNTED. 

488.  When  a  bill  is  discounted  in  renewal  of  an- 
other maturing,  the  amount  of  the  old  bill  should  be 
stated  on  the  margin  of  the  list,  opposite  the  new 
bill. 

489.  When  collateral  security  is  held  frfr  a  bill 
discounted  particulars  should  be  stated  on  the  mar- 
gin. 

LIABILITY  OF  PASTIES. 

490.  The  change,  however  small,  in  each  regular 
and  casual  account,  must  be  shown  in  the  statement 
of  Progrersive  Changes  in  Discount  Accounts.  The 
total  of  outstanding  small  sight  and  demand  bills, 
which  have  not  been  posted  in  the  ledgers,  must  be 
shown,  with  the  relative  change  since  last  Return. 
A  press  copy  of  the  Statement  should  accompany 
each  Return. 

491.  The  Statement  of  .Accommodation  and  Sin- 
gle Name  Paper  is  intended  to  include  Overdrafts 
which,  either  by  themselves  or  in  conjunction  with 
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Vooehen,  etc. 


Pren  CopiM 

and 

Sttitemenu. 


Detpatch. 


Location. 


Comtpond- 
ence  with 
Superin- 
tendent of 
t^ntnl 
BnuichM. 


Other  liabilities,  make  a  total  of  accommodation  and 
single  name  advances  of  $1,000,  at  smaller  Branches 
$500  or  oyer. 

ENCL08UBES  AND  DESPATCH. 

492.  The  charges  vouchers,  paid  deposit  receipts 
and  spoiled  engraved  forms  must  be  forwarded  with 
each  return,  also  press  copies  of  the  London  Office 
Account  and  of  the  Statement  of  Accommodation 
and  Single  Name  Paper,  a  Comparative  Statement 
of  the-  Assets  and  Liabilities  showing  the  financial 
position  of  the  Branch,  and  Statement  of  Branch 
Drafts  Outstanding  Account. 

493.  The  Return  is  to  be  despatched  not  later 
than  the  evening  of  the  fourth  business  day  after  it 
is  closed. 

BRANCHES  IN  CENTRAL  CANADA. 

494.  The  Branches  in  Central  Canada  will  in- 
clude all  the  Branches  between  the  Great  Lakes  and 
the  Rocky  Mountains. 

495.  The  matters  upon  which  those  Branches 
will  correspond  with  the  Superintendent  of  Central 
Branches  are  as  follows : — 


Bank  Premises 
Branch  Extension 


Liabilities 
Staff 


Corretpond- 

ence  re  Loan* 


496.  In  corresponding  with  the  Superintendent 
of  Central  Branches  on  the  subject  of  loans,  the 
Branches  will,  in  most  cases,  get  an  answer  direct 
from  Winnipeg  with  regard  to  applications  not  ex- 
ceeding $10,000.  When  amounts  exceeding  that 
sum  are  involved,  the  matter  will  be  referred  by  the 
Superintendent  of  Central  Branches  to  the  General 
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%f«rHnf  to  ajf  Circular  80.   ia;20,ii  will   only  V« 
i»«««»-«r/  ta  farvard  «  eo^y  of  -i^>ask  ^ntti««»  leai 
.  M  «ii4  it«v«fHi«  AeMttot  hiOf  /•«rl/  t«  tli«  a«9t« 
•r  BrfBcb««:no  eopy  is  r««|utrcd  by  tht  eourt* 


Manager,  and  in  due  course  his  decision  will  be  con- 
veycd  by  the  Superintendent  of  Central  Branches  to 
the  Branch. 


tta.  Form.         497.    AH   correspondence   regarding   Loans   and  ^ 
Discounts.  Overdue  Debts.  Real  Estate.  Mortgages 

Fo;^'   vI\""k'"  °"  '^'  ^P^^'*'  Communication 
Form  which  has  been  provided  for  use  between  the 

Branches  m  h.s  territory,  carbon  copies  of  which  are 
to  be  forwarded  to  the  General  Manager  only  One 
sut^,ect  only  is  to  be  dealt  with  on  each  form,  and 
replies  will  be  similarly  confined  to  a  single  subject 
on  each  form,  so  that  all  the  correspondence  on  any 
subject  can  be  filed  away  together. 

Lette™.  498    ^„   correspondence  on  other  matters  be- 

tween  the  Superintendent  of  Central  Branches  and 
the  Branches  in  his  territory,  will  be  written  on  the 
ordinary  letter  forms,  carbon  copies  of  which  are  to 
be  sent  to  the  Court  and  to  the  General  Manager. 

T„.wHt..  499.  All  correspondence  of  the  Branches  in  Cen- 
tral Canada  with  the  Court,  the  General  Manager, 
and  the  Superintendent  of  Central  Branches,  as  well 
as  their  Weekly  Statements  of  Endorsers'  Liabilities 
will  in  future  be  done  on  the  typewriter,  and.  where 
copies  have  to  be  forwarded,  they  must  be  carbon 
copies. 

STATEMENTS  TO  BE  SENT  TO  THE  SVPEBINTENDENT 
OP  CENTRAL  BRANCHES. 

500.     The  Branches  in  Central  Canada  will  send 
fo  the  Superintendent  of  Central  Branches  copies  of 
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the  following  Statements,  the^originals  and  dupH- 
cates  bein^  sent  as  at  present  to  the  Court  '^  the 
General  Manager: 

DaUy.  Statement  of  Discounts,  etc.,  on  the 

special  form  provided. 
Weekly.  Statement  of  Endorsers'  Liabilities. 

Monthly.         Copy  of  Liabilities  of  Customers  (page 

15)  and  Accommodation  and  Single 

Name  Paper  (page  18)  in  Return. 
Quarterly.       Statement  of  Past  Due  Bills. 

Profit  Statement. 
Half-Yearly.    Report  on  Bank  Prenjises. 

Report  on  Undischarged  Debtors. 
Yearly.  Manager's  Annual  Report  on  Business 

and  Customers. 

Reports  on  Officers. 


t  y\ .; 


V 


12S 


^CJLAii  lltg^ 


I  I 


srMvai  lu;  Hew  ««ei4««  «»•%  i.  f»u»r2« 

**  IIMM*   M   %JM  49t»#1ia«  4  Iirt   Um   t — -— ^ 

•114  4««9ft%#i«4  mm  SflMl/       te  tlM  ll«t^^ 
fMi4|^  it  !«•▼•  Ui«  f •Uaviac  M««mit»  mm 

r««tTtrM  «lil^  would  in  the  •r41n«iy  my 

•;•  U  k«  M««  first  tM>t  m  Xhm^^mSST 
i*  !?  ^*^  %~rt[«rw«  it  IMlM^tL. 

^J^!?^^  ^**  ••^^•^  ^  •^J^  •••Mt. 

Jjl*  li*T«  %••«  tmstiAdlBg  %w  yc*rm  it 
tut  U%9  H  tiM  a^iaaM.  A VtniMit  mm^ 
iat  All  ita«  «itFiM  Mkiac  «p  tM  «Mitiit 
tf«Nlf«»r««^M  t«  lit  f •r««M««  t«   :•««.* 

•  fffy  t«  tb«  ^^t.«f  f rtaHi— 4  la  tfct  jaat 

oa«iia«l««,aaa  aiai^ai  aapMritaly  i#%^*  na 
tacMi«  aai  fte  aatay  iaaagl^ai  aa  "Vai  iTL 


nt(«r  liaaaHa  far  Vyafit  ttatasaat* 

la  Jiiiiur*  it  «iU  «a  aaaaaaajj  t« 
l^Ufttia  »t  iiM  U9t  9t  ^9  |»attt 


;*-.••» 


Froflt  3tatea«nt  the  aoount  of  interest  on  Not« 
Ciroulation  ree«ive<i  frora  the  liOt*  l««uc  Dept,, 
using   tha   coluaa  lotiBely  alloted    io"Iiitereat  on 

Kr»  York  ticEcrvf* 

lr<  ealoulatln,^  Average  Capital, on  the 
baek  of  tne  i>tat«aient,pleae«  not    e  thai    the  aiien* 
ded  b<ilanoe  appearing  on   tne  ir.'J.i;aily  otateaent 
at   the  credit  or  debit  of  head  office  Account  ara 
to  be  shown. 

In  future  It  will  be  necessary   to  indio* 

ate  at  the   foot  of  the  Profit  Statetsents  at   the 

•nd  of  '^ay  and  Howcnber   the  following 

(1)   Balance   *t  credit   (or  dvbd^t^-   dsbit) 
cf  i»ank  Premises  Kxpense  &  asvcnue  A/c.to  be 
transferred   to  London  office. 

1  (2}"Cash  Over"   to   be  transferred   to  London 

Office. 

\  (3)   Amounts  recovered(suoh    ^e  payaents  on 

Irrevocable  Cebts)t3  be  transferred  next  day   to 
,I«Sii4on  Offioe. 

1  The  inforaation  regardlnjj  Hk.Prsai.Kxsp.  & 

[  H«v.A/o  will   also  be   required  on  the  feby.  & 
iAugust  Profit  Statement  though   the  transfers  to 
London  Offlos  will   only  be  aide  at    Uie  half  year, 
i  ifhere  it  la  neceesriry   to   telegr^iph  Profit  A 

•Loss  figures, you  will  earcful  to  st%te  whether  4ik 
th«  balanosof  BiC.Prsa.ifixsp.&  R«t.A/o1b  ^t  the  «v4 
eredlt  or  debit  of   th-it  aoeqa«t. 


■EMOMNDOM  OF 

QUARTERLY.    HALF   YEARLY,   AND   ANNUAL   ENTRIES. 

RETURNS.   STATEMENTS,    ETC. 


QVABTEBLT. 

1.  Debit  Montreal  with  all  expenses  connected 
with  the  movement  of  this  Bank's  notes  between 
Branches.  Send  advice  in  time  to  reach  Montreal 
before  the  end  of  the  quarter. 

2.  Debit  Charges  Account  with  value  of  sta- 
tionery used  during  quarter. 

3.  Debit  and  credit  interest  due  on  Current  Ac- 
counts. 

4.  Collect  interest  due  on  Loans. 

5.  Calculate  amount  of  interest  due  on  Deposit 
Receipts  outstanding,  and  on  Savings  Department 
Accounts. 

6.  Calculate  amount  of  average  Capital  em- 
ployed or  supplied.  (Balances  due  to  Head  Office 
are  to  be  considered  as  Capit.;.  employed.  Notes  of 
this  Bank  in  the  hands  of  the  Teller  are  not  to  be 
taken  into  account,  neither  is  the  amount  of  interest 


paid  to  London  Office  to  be  considered  in  figuring 
the  percentage  of  the  Net  Profit  to  the  Capital  em- 
ployed.) 

7.  Past  Due  Bill  statement,  in  duplicate,  which 
IS.  to  be  despatched  at  the  earliest  possible  moment, 
but  not  later  than  the  evening  of  the  second  day  fol- 
lowing the  balance.  Send  both  to  the  Superinten- 
dent of  Branches,  at  31st  March  and  30th  September, 
and  one  to  the  Court  and  one  to  the  Superintendent 
of  Branches  at  30th  June  and  31st  December.  The 
Kemarks  m  these  Statements  must  be  altered  or 
amended  so  that  the  Bank  may  know  that  the  State- 
ment contains  the  latest  information.  Branches  in 
Central  Canada  are  to  send  a  third  copy  of  Past 
Due  Bill  Statement  to  the  Supt.  of  .Central 
Branches, 

8.  Rebate  Statement.     Send  to  the  Superinten- 
dent  of  Branches  at  the  end  of  each  Quarter. 

9.  Quarterly  Statement  of  Assets  and  Liabili- 
ties, as  required  by  Charter,  showing  the  amount  of 
Specie,  Legal  Tenders,  and  Notes  of  Other  Banks 
held,  on  the  last  day  of  each  month  of  the  current 
Quarter.  Figures  as  at  the  end  of  the  month  are  to 
be  entered  in  the  Statement.  Original  to  Court,  and 
press  copy  to  the  Superintendent  of  Branches. 

10.  Profit  Statement,  on  which  must  be  shown, 
on  the  back,  the  amount  credited  by  New  York  as 
interest  on  the  "Reserve  Account."  Two  hand 
copies,  one  to  the  Court  and  one  to  the  Superinten- 
dent of  Branches.  (Show  in  red  ink  at  the  foot  the 
amount  of  Bad  Debts  written  off  by  the  Court  in  the 
previous  year).     Branches  in  Central  Canada  are  to 
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send  a  third  copy  of  Profit  Statement  to  the  Supt 
of  Central  Branches. 

11.  Statement  of  Real  Estate,  or  other  Securities, 
held  against  Past  Due  Bills.  Original  and  press 
copy  both  to  the  Superintendent  of  Branches,  at 
31st  March  and  30th  September.  Two  hand  copies 
one  to  the  Court,  and  one  to  the  Superintendent  of 
Branches,  at  the  30th  June  and  31st  December. 

12.  Statement  of  Receipts  and  Expenditures  on 
account  Real  Estate,  (not  Bank  Premises,)  the 
property  of  the  Bank.  Original  and  press  copies 
both  to  the  Superintendent  of  Branches. 

13.  Statement  of  "Investments"  appearing  on  the 
Balance  Sheet,  giving  particulars  under  the  follow- 
ing headings : — 

Date  purchased. 
Name  of  Investment. 
Nominal  Value. 
Purchased  at. 
Original  Amount  paid. 
Standing  at. 
Present  Market  Value. 

Original  to  Court  and  Press  Copy  to  the  Supar- 
mtendent  of  Branches. 

14.  Quarterly  Statement  of  Small  Endorsers,  to 
contain  an  alphabetically  arranged  list  of  the  names 
with  business,  occupation  and  rating,  of  all  custom- 
ers who  are  Endorsers  on  paper  under  discount,  and 
whose  names  do  not  appear  on  the  Weekly  State- 
ments of  Endorsers'  Liabilities,  to  be  summed,  and 


signed  by  the  Manager,  with  his  Remarkis,  if  any, 
recorded  thereon.  Original  to  the  Superintendent 
of  Branches.     No  press  copy  required. 


HALFTEASLT. 
firos.  1  TO  «  Ajvp 

15.  Transfer  to  Montreal,  Current  Account  bal- 
ances which  have  been  inoperative  for  one  year. 
Send  advice  in  time  to  reach  Montreal  one  week  be- 
fore the  end  of  the  Half  Year. 

16.  Transfer  to  London  Office,  balance  at  credit 
of  "Irrecoverable  Debts"  Account,  and  "Bank  Prem- 
ises" Account,  if  any,  with  advice  to  the  Secretary, 

17.  Credit  Interest  on  Savings  Department  Ac- 
counts. 

18.  Copy  of  Balance  Sheet  with  specification  of 
cash.     To  Court. 

19.  Copy  of  London  Office  Account  with  Letters 
of  Credit  Memo.  Account,  lists  of  Time  and  Demand 
Bills  of  Exchange  Remitted  and  Drafts  drawn  (since 
last  fortnightly  return).  To  the  London  Office  Man- 
ager. 

20.  List  of  Stationery  on  Hand  to  be  made  up 
half-yearly  in  detail,  in  the  books  of  the  Branch  and 
the  balance  shown  in  the  Annual  Returns  as  for- 
merly. No  copy  required  either  by  the  Superinten- 
dent of  Branches  or  the  Secretary. 

21.  Statement  made  up  to  30th  June  showing  the 
Letter  of  Credit  business  for  the  year  ending  that 
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date,— original  to  the  Superintendent  of  Branches, 
—  no  duplicate  required. 

22.  Statement  of  Loans  with  Securities,  in  full 
detail.  To  Court.  Press  copy  to  Superintendent 
of  Branches. 

23.  Certificates-Signed  by jh^-^anager^mrAc- 
countam.pf'^nds  and§e«flfrties  helil-^^^iCcourt. 
Prssrfopy  to  SuperitHr^ent  of ..BfSnches. 

24.  Report  upon  B^  Premises  in  duplicate  on 
1^  Form  No.  69  for  M»ffiises  owned  hv^s  Bank>jid 

Form  No.  69C^eased  prcnii^.«rThe  or>i^to 
Court  and^plicate  to^HfT  Superin>lWent  of 
Branches^ 


press 


ill  not  suffice 


Brancheyrt  Central/Canada  are  t«<1end  a  tW<l 
copy  of  B^ort  oiyganlc  Premise  the  S;*^  of 
Central  ^ranches,''^ 

25.  Statement  of  Overdrawn  Current  Accounts 
with  Manager's  full  remarks  regarding  the  position 
of  the  parties  and  the  probability  of  their  discharg- 
ing their  indebtedness.  To  Court.  Press  copy  to 
Superintendent  of  Branches. 

26.  Statement  of  Advances  against  Merchandise 
imported  under  Mercantile  Credits  or  otherwise, 
with  Manager's  full  report.  To  Court.  Press  copy 
to  the  Superintendent  of  Branches. 

27.  Report  on  Undischarged  Debtors.  The  re- 
marks to  be  altered  or  amended  so  that  the  Bank 
may  know  that  the  statements  contain  the  latest  in- 
formation. Two  hand  copies,  both  to  the  Superin- 
tendent of  Branches. 

Branches  in  Central  Canada  are  to  send  a  third 
copy  of  Report  on  Undischarged  Debtors  to  the 
Supt.  of  Central  Branches. 
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28.     Classification  of  Advances  to  the  Superinten- 
dent  of  Branches.     Xo  duplicate  required. 

29  \  Statements  for  Auditors  to  be  certified  by 
the  Manager  and  Accountant  and  to  be  despatched 
direct  tA  the  Secretary  as  soon  as  possible  after  30th 
June  and 31st  December  of  each  year,  as  follows:- 
I.  Certified  totals  of  Bills  Discounted,  Bank  Col- 
lections,  B,ys  Deposited  as  CoHitejI^r  SecuritV,  with 
which  mustV  incorporai.rt[Vi>^aratio^^  the 
Bills  Discount  are  welf^i^d.  and  thjthey  have 
been  agreed  wi\h  the  figures  in  the  B>rtBooks. 

/p  V'     ^"'^'^^tV^J   of   Credit   C4rent   Account 

/Balances,  AgetlterYith  a  Declar^ion  that  the  bal- 

/  ances  inj  thHn^^idikal  f^ge^ave  been  taken  out 

/the^°^'^I^'iT\    /  '"  '^'  ^*'*"" 

>rt  "V^'^^l^fi^^totayV   Deposit   Receipts    and 
/     Savrn^j|Acc(^untsy(1^  a  IS^claration  similar  to  the 
one  rq<inned  in  ike  tfkse  of  Current  Accounts. 


u  Nf  ■~7"^P5^'*^"^«'"s  are  t\be  given  in  the  last 
Ketjrti  of  each/Malf  Year  of  thkposition  of  parties 
havfag  Ovepfrafts  and  Accommodation  and  Single 
^ar|ie  Pap^,  whether  in  the  shapeW  Overdrafts  or 
Bills  Dj«founted,  and  it  is  to  be  stated  what  prob- 
abihty^iere  is  of  such  advances  being  Vpaid. 

f/i  details  of  the  Suspense  Interest  Account,  if 
any,  are  to  be  given  in  the  last  Return  at  the  end  of 
June  and  December,  and  also  in  the  Annual  Return. 

ANNUAL. 

AW.    /    VO   i!»    /AT/.CS/r/.:,    EXCEPT   NO.    il,    AXD 

30.     Statement  of  Old  Deposit  Receipts.  Current 
Account   Balances  and   Unclaimed   Dividends   ap- 
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pearing  in  the  last  issue  of  the  Government  Blue 
Book  but  paid  during  the  year.  To  be  signed  by 
the  Manager  and  Accountant  and  to  be  despatched 
to  the  Superintendent  of  Branches  within  three  days 
after  the  31st  of  December  each  year. 

31.  Statement  of  Deposit^rfSSi^s  outstanding 
five  years  or  over  at  Slst^BfcTmbef.  to  be  signed  by 
the  Manager  and  Accountant,  and  to  be  despatched 
to  the  Superint_ejMirnt  of  Branches  within  three  days 
after  31st  December  each  year. 


32.    Reports  on  Officers  in  dufilicate  —  each  Re- 
port to  be  properly  folde^^an^'^ndorsed  —  to  reach 
pl^^^%^^.1f  "^:  Q^'^a"t-hes  three  days  before 
year.     Branches  in  Central 


the 
the 


Canada  arg^itf,  send  a  third   copy  of  Reports  on 
Officers  to  the  Supt.  of  Central  Branches.  ' 

33.  Annual  Return.  Three  copies.  Two  to  the 
Superintendent  of  Branches  and  one  to  be  retained 
at  the  Branch,  to  be  despatched  not  later  than  the 
14th  of  January  in  each  year. 

Note—Collection  Bills  on  Hand  are  to  be  entered 
separately  in  the  Annual  Return  so  that  the  Man- 
ager and  Accountant  can  compare  them  with  the  list, 
certify  that  they  have  done  so,"  and  that  the  Bills  are 
in  the  custody  of  the  Manager. 

Collection  Bills  Remitted  need  not  appear  in  the 
.Annual  Return. 

Bills  Received  as  Collateral,  on  Hand,  are  to  be 

entered  separately  and  added  up,  the  Manager  and 
Accountant  certifying  as  to  the  correctness  of  the 
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total,  which  must  agree  with  the  balance  of  the  ac- 
count as  shown  in  the  Balance  Sheet,  and  that  the 
Bills  are  in  the  custody  of  the  Manager. 

BiU,  Received  m  Collateral.  Remitted.  The  daily 
tota  of  these  bills  are  to  be  listed  and  added  up.  the 
total  agreeing  with  the  balance  of  the  account  as 
shown  in  the  Balance  Sheet. 

34.     Manager's  Report  on  the  Branch,  showing 
the  nature  of  the  business  transacted  as  compared 
with  previous  years;  how  the  improvement  or  fall- 
ing off  ,s  to  be  explained  by  the  state  of  the  country 
and  other  causes;  and  in  what  direction  the  Bank's 
business  may  be  safely  extended.      Also  a  report 
7Z  Sn''  °^  '^^  <="stomers  whose  advances  amount 
to  $1,000  or  over,  $500  or  over  at  smaller  branches 
showing  what  limits  have  been  granted  (special  or 
temporary)    and   stating  whether  such   limits   are 
sufficient  or  whether  they  should  be  increased    re- 
duced, or  cancelled-two  hand  copies-both  tothe 
Superintendent  of  Branches.     Branches  in  Central 
Canada  are  to  send  a  third  copy  of  above  to  the 
Supt.  of  Central  Branches. 

35.     Wipe  out  balances  at  debit  of  Petty  Cash  Ac- 
count. 


N.  B  -Nos.  7.  8,  a,  10,  11,  18,  19.  22,  23,  25  and  29 
are  to  be  sent  off  immediately. 

See  that  the  name  of  the  Branch  appears  promi- 
nently on  every  statement. 

Get  in  Solicitor's  account  (say  June  15th  and  Dec. 
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13th)  and  tradesmen's  accounts  before  the  end  of 
each  Half  Year. 

In  forwarding  the  Past  Due  Bills  Statement  at 
the  end  of  the  Half  Year,  attach  a  report  on  Mort- 
gages on  Real  Estate  sold  by  the  Bank. 

At  the  end  of  each  Half  Year  see  that  the  Sterling 
balance  of  London  Office  Account  agrees  exactly 
with  the  dollar  balance  at  9J4. 
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145 


sight  and  Demand  Bills Iqq 
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Stock  Orders 4gy 

Subscriptions. •    jgg 

Superintendent  of  Central  Branches  Correspondences 405,  406 

Letters , 417,  497!  408 

Statements 499^  5O0 

T. 
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Custody  of '     „ 

Defacing  of  signatures 37 

Destruction  of. 100 

Old ;:::::;;::::::::::.::    m 

"  Paid"  stamping  of. ~ 

Surrender  of. 6*.  71,  72 

To  be  retained  or  destroyed '      181 

w. 

wLTeSSc""'"*'     Advances  against 320,321 

waste  uook.  By  whom  written 38  40 
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